PURCHASING AGENTS 
CONTROLLERS AND 
OFFICE MANAGERS 
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:: You as a Neva-Clog Dealer are in a favorable 
. Ro position to secure large orders for Neva-Clog 
‘ ae Pliers and staples for defense needs and from 
F firms engaged in Defense Production. 
Neva-Clog Staplings Pliers are used in sub- 
i Model J30 is light in weight, yet rugged. Requires but little assembly of gas masks—most of the aircratt 


space and can be put into desk drawer or pocket when not - res atitechin, ; 
in use. Indispensable for vertical filing or for attaching mate- companies temporary stitching on many arti- 
i ses - taples. | 
rial to a permanent card. Uses DJ340 NEVA-CLOG Stapl cles, beside office use in these plants. Many 


Army units use and others can use Neva-Clog 


Pliers in many places where it is essential that 


orders and other important papers be secured 
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together. This is the one type of machine which 


is fully portable as it can be slipped conveniently 


in the pocket or pack and easily carried anywhere 


it is desired or needed. 


It is an important tool for all office records in 
industry, field or camp. 


If you are located where such contacts can be 


made you will find some very profitable business 
available by contacting the proper authorities. 
chine uses a broad flat staple. Fastens such materials as 
fibre, softwood baskets, veneer wood, leather and belting. 
Used for sealing heavy paper or cloth bags, packages of cor- 
rugated board, and similar difficult operations. Powerful lev- 
erage, durable, fool-proof. Staples used: NEVA-CLOG B-%,. 

BUT—we wish to stress the importance of get- 
ting priority certificates or other government au- 
thority on orders as these priority orders are es- 
sential in helping us to maintain our supply of 
raw materials for both machines and staples and 
thereby keep your sales of Neva-Clogs mounting. 

If you need any information regarding proce- 
dure just let us know and we will gladly furnish it. 

Today, more than ever it is essential that we all 


work more closely and help each other to the 


greatest degree possible. 


A rugged, powerful Stapling Machine with 4 to | leverage. 


Particularly designed for production work and hard usage, 
but can be used for any stapling operation within its capac- NEVASLOG PRODUCTS. Inc. 
ity. Clog-proof so that it will give constant production. Uses 


i NEVA-CLOG A-1000 or L-1000 Staples. BRIDGEPORT, CONN. 
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PRESENT OFFICE MACHINES 
MUST DO! 


Dependable 
Carbons 


ARE NOW MORE IMPORTANT 
THAN EVER! 


OW, there is MORE work to be done— 
and there will be no more new office machines to do it! 


You can get the most out of your machines—and you can expect the greatest number of clean, legible carbon 
copies, and actually reduce work costs, by using SILK GAUZE—a BETTER carbon paper. Note these out- 


standing advantages: 


1. Especially resistant to curl. 4. Branded by name—the same quality and uniformity from 
2. Made with the “Quick Extraction” feature for quick eet 
handling. 5. Branded by weight and writing strength. 


3. Made of a tough, resilient tissue for assurance against flaking 6. Made in 3 weights and 5 writing strengths in each weight— 
—and for long wear. to cover all requirements. 


7. So adaptable it will produce clear, crisp carbons with ANY 
KIND OF TYPEWRITER. 


Performance is the pay-off so far as the worth of a carbon paper is concerned. You'll get it—and your 
money’s worth, in SILK GAUZE. Ask your dealer for this super-performance, dependable carbon paper, or 
contact the Columbia office nearest you. 


COLUMBIA RIBBON & CARBON MANUFACTURING COMPANY, INC. 
Main Office and Factory—Glen Cove, L. I., N. Y. 


Branches 
58-64 West 40th Street, New York City 227 East Michigan Street, Milwaukee, Wis. 1508 Fox Building, Philadelphia, Penna. 
204 Dwight Building, Kansas City, Mo. 200 Plymouth Building, Minneapolis 208 Standard Life Building, Pittsburgh 
327 South La Salle S : P Penna. ; Sas ‘ A 
s 4a Salle Street, Chicago, Ill. Minn. 205 East 6th Street, Cincinnati, Ohio 
155 West Congress Street, Detroit, Mich. 107 Union Street, Nashville, Tenn. (Harris-Moers Company) 


Also—London, England; Sydney, Australia 


To answer the above advertisement use QUICKMAIL COUPON No. 2 
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MARKING DEVICES 


SHEET PROTECTORS 


plu a wide variety 
other products that 
stationers sell 


Bee ee COS ares 
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Growing in favor 
every day! 


Justrite Stationery Products 
The brand you can depend on! 


AY aiter day, year after year, more and more 
buyers of stationery equipment specify Justrite 
Stationery Products. Easy to understand why. For 
Justrite products have always given the best of serv- 
ice. No matter what the product is—a marking 
device, ink, index tab or any other Justrite prod- 
uct— you can be sure it meets every standard for 
quality. It performs up to expectations. 
This growing popularity can be translated into 
profits for you. If you are not stocking Justrite prod- 
ucts, start doing so now. Full facts sent upon request. 


_ STATIONERY — 
PRODUCTS | 
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To answer this advertisement use QUICKMAIL ‘COUPON No. 34 
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Small section of Engineering Department of big Airplane Plant 


Large numbers of Ace Stapling Machines and Staples 
are on duty in Government Service and War Industries 
saving precious minutes of vital time. They are ideally 
suited to the rigorous tasks to which they are as- 
signed. Aircraft Engineers prefer the Ace method of 
fastening paper to drafting boards because it permits the 
free gliding of the T-square. Also, ideal for fastening 
batches of vital drawings. The tremendous increasing 
volume of paper work in all branches of war effort em- 
phasizes the importance of Ace Stapling Equipment. 


STAPLING MACHINE IN TACKING POSITION 


/ \ 


‘CE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 


To answer this advertisement use QUICKMAIL COUPON No. 25 
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@ New Wood Files, Desks and Tables, 


built of materials not essential to war... 


attractive in appearance...plastic trimmed 


| ; 
yd 5 vy? * 
PRES ve Se he Te. 


- ... green enameled...almost identical 
. with GF equipment now in use, are 
£3 available now to the business office. 


od 
eae 


“ty: 


The new four drawer Vertical File is 
efficient. ..strong...sturdy. .. substantial. 
Suspension is cradle type, progressive, 
free roller and provides easy drawer 


movement with full support. 


The new Wood Desks are built in basic 


eo 
eees.9 


KE; AER 
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“eh 


GF design...with Velvoleum tops. 


ae 


Ba 


Features of these sturdy, serviceable 


TASS 


desks include spacious center drawer, 
storage drawers, letter drawer, panel 
stretcher and plastic bumper. 


Ask to see this newest-line in wood...that 


conserves vital metals...that is available 
now to maintain the high standards of 
GF Service to the modern business office. 


THE GENERAL FIREPROOFING COMPANY °* 


Youngstown, Ohio 


Products by GF: METAL DESKS ¢ WOOD DESKS ¢ ALUMINUM CHAIRS 
STEEL CHAIRS ¢ METAL FILING CABINETS ¢ WOOD FILING CABINETS 
SAFES ¢ STEEL SHELVING « STORAGE CABINETS « FILING SUPPLIES 


To answer this advertisement use QUICKMAIL COUPON No. 5 Z 
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And then go back to the “de luxe” items 


Ke For Joshua Meier Incorporated’s line of transparent pro. 

ducts all non-essential luxury items are out for the dura. 
tion—and that means most of our facilities and skill are 
converted to the manufacture of transparent cellulose acetate 
holders, envelopes and card cases for War Industry. 


Ideally adapted for every conceivable purpose, Joshua 
Meiers’ transparent containers (V. P. D. holders) today con- 
form to your most exacting requirements. Their speed-up 
value of legibility for valuable drawings and accurate ree. 
ords is readily attested to by their constant use in steel 
mills, ship yards, ordnance plants, airplane factories and 
many others throughout America. 


The durable construction of Joshua Meier's Transparent 
Cellulose Envelopes, holders and cases, protects all valuable 
production data from smudges, oil, grease, erasers and tear- 
ing as they go through various operations in the plant. 


We see to it that your transparent holder, envelope or 
card case stands the “gaff”, yes, and every square inch of 
cellulose acetate, edging, stitching and bending can take it 
with no apologies for any flimsiness to achieve the visibility 
and the protection your drawings, sheets or cards surely 
need. 


All you do is send our Planning and Designing Depart- 
ment your written suggestion or a rough sketch of your idea 
with your specifications and we do the rest. 


KMAIL 
Write for further particulars! woah. a 
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NEW ARRIVALS 


SMOKE STANDS 
and ASH TRAYS 


HAND-TURNED GENUINE WALNUT 


Here's exciting news for every office furniture 
dealer in America . . . FAIR'S new line of top 
quality smoke stands and ash trays. 


No hasty product born in the heat of conver- 
sion, but fine hand-turned furniture specialties 
backed by decades of woodcraft experience. 
Distinguished in appearance to harmonize 
voy attractive amber with handsome office interiors, beautifully 
3, Complete wit made and popularly priced for rapid turn- 

glass ash receiver: over. With metal manufacture practically 
frozen solid, dealers will jump at the chance 
of handling this sumptuous line of wooden 
smoking equipment. Write today—or better, 
telephone or telegraph for price schedule. 


F Hand-rubbed on lathe. 
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To answer the above ad use QUICKMAIL COUPON No. I4 
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Ube 
QUICK MATL 
REPLY COUPONS 


TO ANSWER ADVERTISEMENTS 


Pe Wi 2 Oe he gape 


OFFICE EQUIPMENT DIGEST obtained exclusive rights for the office equip- 
ment and stationery field to the Quickmail Coupon System —a patented new 
inquiry system which saves hours of time for readers in answering advertisements 
and securing information about merchandise. 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


¢ | 1. Only | minute plus Ic to make an inquiry. 

pa 2. Brings you the latest information. 

sf | 3. Identifies the source of your inquiry. 

$e 4. Gives you a pre-addressed, gummed mailing label ready for use. 

bs SIMPLE TO USE: 
. i | Stick the coupon on the 
= stamp side of a postal card, 
sy 13 | write your firm name and 
iy. address on the back and 
ete mail. You may also stick 
= the coupon on your letter- 
S head, sign your name and 
: : title, and mail in your own 
4 ; = é ee envelope; or stick the cou- 
* The N ew Ad i” a i pon ros your envelope and 


enclose your inquiry of 
order for specific mer- 
chandise. 


Technique 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


: | : Us, . “— a CAiichanmsl Coupons Opposite This iZ age 
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“The iz urchasing Agent 
in his Whar 


gee purchasing agent is so rarely called up when the 
medals are being passed out that friends of the won- 
der-working but modest chap derived great pleasure 
from the strong emphasis placed on the invaluable 
work of the purchasing agent in the war by Donald 
Nelson and other Government officials at the recent 
convention of the National Association of Purchasing 
Agents. 

Referring to the executive secretary of the associa- 
tion, Mr. Nelson paid tribute “to the one man who 
helped me more than any other one man, George 
Renard, who has persuaded many of your members to 
come down to Washington, including some of the best 
men we have.” Indicative of the large number of pur- 
chasing agents in highly important posts engaged in 
keeping the supplies of war flowing for our own and 
allied Governments were the six speakers who dis- 
cussed the subject of Government Procurement at the 
meeting, all members of the association. They were: 

Edward T. Gushee, former purchasing agent for public utili- 
ties, at present Army procurement consultant and representative 
of WPB’s Division of Purchases; James MacPhearson, former 
purchasing agent of Standard Oil Co. of California, now work- 
ing on Treasury lend-lease procurement as representative of 
WPB’s Division of Purchases; William L. James, former pur- 
chasing agent of Stanolind Co., Tulsa, Okla., and Oakley M. 
Dexter, former purchasing agent of Crown-Zellerbach Corp., 
now assistant directors of WPB’s Division of Purchases; Col. 
Wayne R. Allen, former purchasing agent of Los Angeleg; Coun- 
ty, now with the Army Contract Adjustment Board; and John 
Eaton, who was purchasing agent of the Canadian Pacific Rail- 
road and is now with the Canadian Department of Munition and 
Supplies. 
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FOR AUTOMATIC 
LETTER - WRITING 


Peper 


A 


WRITING AUTOMATICALLY 


% A battery of ten automatic typewriters has been installed to get out personalized 
letters at the home office in Wausau, Wis., of the Employers Mutual Liability Insurance 
Co. of Wisconsin and Employers Mutual Fire Insurance Co. This concentration of 
machines represents only a small part of a large variety of office machines installed 
in the fine new office building of this organization. 


OFFICE EQUIPMENT DIGEST June, 1942 
For Purchasing Agents, Controllers, Office Managers 
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By Ewing Galloway 


With new typewriters earmarked chiefly for military needs, for the duration more and more of the 
letters of average American business are going to be transcribed on used and rented typewriters. 


OPA SETS MAXIMUM PRICES FOR 
ISED TYPEWRITER SALES AND RENTALS 


new typewriters, and the new machines turned 

out are earmarked chiefly for military needs. 
This action has brought the used typewriter into 
a place of importance. Now OPA has placed a 
permanent ceiling over the sale and rental of 
used typewriters. 

Maximum prices for the sale and rental of used 
typewriters, at levels considerably lower than 
those which prevailed during March, are estab- 
lished in specific dollars and cents figures for all 
makes and models in Maximum Price Regulation 
No. 162, announced June 12 by Price Administra- 
tor Leon Henderson. 

The sale of used typewriters, as well as of new 
typewriters in the hands of dealers, is now limited 
to persons who have obtained the pre-requisite 
purchase certificates from War Price and Ration- 
ing Boards. Rentals, however, are not subject at 
present to rationing regulations. 

The ceiling prices set forth in the order for 
second-hand typewriters, demand for which has 
Mereased rapidly since the production of new 
machines has been restricted and earmarked for 
military needs by the War Production Board, re- 
flect price levels which existed October 1-15, 1941, 
adjusted for reconditioning and rebuilding costs 
charged in March, 1942. Resulting retail top 
Prices are about 4.3 per cent less than March, 1942 


Porew txpewr for war has cut into production of 


June, 1942 


prices and about 3.5 per cent above October, 1941 
prices. Rental rates fixed by the regulation are 
generally those which existed during October 1-15, 
1941, but do not include pick-up and delivery 
charges. 

Consumers affected by the regulation, which 
becomes effective July 1, range from the most vital 
war agencies, industrial plants, professional and 
small business men to the average household, 
school, and student. Directly affected by the order 
are some 15,000 independent dealers and whole- 
salers of second hand typewriters as well as the 
manufacturers and about 900 of their branch office 
organizations. It has been estimated that more 
than half a million machines are in the second- 
hand market, many of which are in use on a rental 
basis at all times. 


The action fixes specific top prices for “rough” 
or “as is,” “reconditioned” and “rebuilt” type- 
writers according to the age, make, and model of 
the machine. This is accomplished by grouping 
according to serial numbers (on the machines) 
paralleling those used in manufacturers’ trade-in 
allowance classifications. In the sale of second- 
hand machines with carriages wider than 10 or 
11 inches, the regulation provides specific amounts 
which may be added to the maximum prices. 
Portable typewriters are classified according to 
construction features. 
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Until June 12 the sale of used typewriters was 
covered by the General Maximum Price Regula- 
tion which, on May 18, superseded Temporary 
Maximum Price Regulation No. 9. The temporary 
order was issued March 12 after the War Produc- 
tion Board’s “freeze” order on new typewriters 
threatened to create a run-away price situation. 
An OPA study of the industry revealed that 
wholesale prices had advanced about 30 per cent 
over October, 1941 prices, and that retail prices 
during the same period had risen approximately 
8 per cent and threatened to rise still further. 
The OPA study of the industry’s costs showed 
these advances were not warranted and Maximum 
Price Regulation No. 162 was issued to reflect the 
more reasonable levels which prevailed before the 
prospect of a shortage of new typewriters resulted 
in the accelerating demand for used machines. 

“The General Maximum Price Regulation froze 
the prices of used typewriters at the highest 
March levels,” Mr. Henderson stated. “These 
prices, however, placed an intolerable squeeze on 
the retailers since wholesale prices had risen near- 
ly four times the rate of the retail advance by 
March.” 

OPA’s cost study also showed other price struc- 
ture distortions in the March period. The March 
level, if not replaced, would have permitted the 
sale of two similar machines at widely divergent 
prices. In one instance OPA found that two com- 
parably aged machines were priced at $17 and 
$69.50, and that a spread of $40 was common. 

Generally, the price of a reconditioned three- 
year-old machine under the regulation is about 
60 per cent of the original list price, and prices 
gradually decline according to age of the machine 
so that the maximum price for an 18-year-old 
typewriter is about 20 per cent of its list price. 
In effect, wholesale prices actually paid by the 
dealers for rough machines in October form the 


base for the prices set forth in the regulation, 
An additional $10 has been added where the ma- 
chine has been reconditioned and $15 where it has 
been rebuilt. A mark-up of 50 per cent customary 
with trade practice, has been allowed to determine 
retail prices. 

Noiseless machines which have been recondi- 
tioned and rebuilt can be sold for $3.75 more at 
retail than standard machines in the same trade. 
in allowance classification, although their price 
ceiling is the same if sold “as is.” 

As defined by the regulation a rebuilt typewriter 
is one which has been dismantled, cleaned, re. 
aligned, adjusted, reassembled and has had its 
main frame refinished and imperfect type and 
worn parts replaced by new type and parts. 

A reconditioned typewriter is one which has 
been cleaned, realigned, adusted, and its imper- 
fect type and worn parts replaced. A “ro 
typewriter or “as is” machine is one which has 
not been rebuilt or reconditioned for delivery to 
a purchaser. 

Standards of reconditioning and rebuilding are 
defined in the regulation in order to assure the 
best possible workmanship on machines, which in 
the immediate future cannot be replaced, and 
which ultimately may be used by the various de- 
partments of the armed forces and other war 
effort organizations. 

The maximum prices which can be charged for 
second-hand machines are presented in the fol- 
lowing table. The regulation, however, is more 
specific and the age groups referred to in the fol- 
lowing table are clearly defined in the regulation 
according to serial numbers. Sellers of used type- 
writers are required to post the price lists con- 
tained in the regulation to serve as a guide for 
consumers. Each dealer will receive a copy of 
the regulation from OPA. 


(Turn to page 18) 


MAXIMUM RETAIL SALES PRICES FOR STANDARD MAKES OF USED 
OFFICE TYPEWRITERS 

Age Rough Reconditioned Rebuilt 
15 and 16 yrs............. $23.50 $38.50 $46.00 
Rote aes 26.50 41.50 49.00 
DUNE a ge Sin 28.75 43.75 51.25 
i ae ais eer 36.50 51.50 59.00 
a 40.00 55.00 62.50 
_ NEESER pee eh ere ee 43.50 58.50 66.00 
_ See ASA ae ee eee 48.00 63.00 70.50 
ee 54.25 69.25 76.75 

PRT Ne coir Na Exh dete? id 84.25 91.75 
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BELOW: 
or WOOD TRANSFER CASE for wartime storage needs is an- 
e. nounced by Globe-Wernicke Co., Cincinnati, O. According to 

Harry C. Anderson, general sales manager, this “Recruit'’ wood 
ts transfer case is dependable war emergency product to be used 
d for economical storage filing. New product is made of sea- 
soned, kiln-dried wood; it may be loaded to capacity, since it is 
furnished with neither compressor nor guide rod, thus assuring 
maximum space for storage filing. 


aS 
r- 
y” 
as oa : 
to ics | eee so : ae ABOVE: 
, te rae PRACTICAL LAPBOARD is easily carried about and used 
in chairs with or without arms. As shown here, it makes a com- 
re fortable writing table for this attractive young woman smiling 
ne her satisfaction. Corners of board are rounded to prevent 
t | f Bi : injury to board or user; inside edge is shaped to fit person 
In i a ie i behind it. Smooth, hard surface is designed for easy writing 
d : ‘ i and long service. From Service Industries, Inc., 2025 S. Calumet 
es : Ave., Chicago. 
e- 
ar 
- BELOW: 
i MONARCH STEEL TYPING STAND, available in walnut or 
re olive green finish, equipped with automatic self-locking supports, 
continuous piano hinges. Features include: Masonite top, lami- 
)|- nated, treated, sealed; noiseless, non-clatter steel leaf supports; 
yn complete rigidity and firmness: silent, whether leaves are in 
upright or lowered position; easy-rolling hard rubber casters; 
e- teal steel construction with snagproof finished edges; sheet 
n- metal binder screws eliminating faulty nuts, bolts, washers; easy 
to assemble; measurements—!4!/2x18 inches with leaves down 
or , —14!/2x36 with leaves raised. From Maso-Steel Products, 418 
of . S. Clinton St., Chicago. 
HAND-TURNED SMOKE STANDS and ash trays constitute 
new line just announced by Fair Furniture Co., Newark, N. J., 
and now being marketed undér brand name “Club.” Smoke 
stands are of genuine walnut finished with filler and hand- 
tubbed on lathe. Rich appearance is designed to harmonize 
with finest office interiors. Glass ash receivers are available in 
amber and ivory. At somewhat lower price, company offers 
line of imitation walnut stands and ash receivers. 
942 
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(Continued from page 16) 

If the typewriter has a carriage wider than 10 
or 11 inches, regardless of whether it is rough, re- 
conditioned, or rebuilt, there may be added to the 
maximum price $2.50 for a 12 inch carriage, $5 
for a 14 inch carriage, $10 for typewriters with 
16, 18, or 20 inch carriages, and $15 for machines 
with carriages of more than 20 inches. 

Shopworn typewriters, described in the regula- 
tion as those which have been in the physical 
possession of a user for a period of less than 90 
days, shall be sold at not over 80 per cent of the 
manufacturer’s list price, for a machine of the 
same carriage width. 

However, no amounts may be added because a 
typewriter is equipped with 44 or 46 type bars, 
special keyboard, special type style, key-set or 
5, 6, or 10 hand or key set tabulators, or a pitch 
other than 10 or 12 pitch. If a new special attach- 
ment has been installed by the seller, an amount 
equal to the list price for the attachment may be 
added, while 50 per cent of the list price may be 
added if the attachment is a second-hand one. 

Maximum prices for portable typewriters, of 
any make or model, are $27.50 for “rough,” $38.00 


OPA SETS MAXIMUM PRICES 


for reconditioned, and $42.50 for rebuilt machines 
if they are equipped with four rows of keys, upper 
and lower case type, two color ribbon device, back 
spacer, right and left hand margin stops and full 
carriage tabulator mechanism. 

If equipped with the same features referred to 
in the preceding paragraph except for the full 
carriage tabulator mechanism, the maximum price 
for such portables is $19.50 for “rough,” $30.00 
for reconditioned, and $34.50 for rebuilt. The 
order establishes a top price of $12.50 for “rough,” 
$23.00 for the reconditioned, and $27.50 for the 
rebuilt portables which lack any one or more of 
such features as four rows of keys, upper and 
lower case type, two color ribbon device, back 
spacer, and right and left hand margin stops. 

The maximum price for the sale at wholesale of 
a used typewriter is 66 2/3 per cent of its maxi- 
mum retail price. 

As a result of the regulation, consumers will be 
able to rent typewriters at rates about 10 per cent 
less than those which were in effect during March, 
1942, and which, until June 12, were the rates 
allowed under the General Maximum Price Regu- 


lation. (Turn to page 26) 


RENTAL RATES 
(1) Typewriters Manufactured Since January |, 1935 


Civil Service Examination 


(whether or not a stand Less 
is supplied) 


One Half 
1-3 days or less Month or One Three 


Month Months 


Office Size Typewriters 


14" carriage or under $2.00 $2.25 
16" carriage ....... 2.00 3.25 
over 20" carriage .. 2.00 5.25 
Portable Typewriters . 2.00 2.00 
he 


(2) Typewriters Manufactured Prior to January |, 1935 


$3.50 $ 8.75 
5.50 13.75 
9.50 23.75 
3.00 7.50 


Civil Service Examination 


(whether or not a stand Less 


is supplied) 


Office Size Typewriters 


14" carriage or under $2.00 $2.00 
16" carriage ... ... 2.00 3.00 
over 20" carriage 2.00 5.00 
Portable Typewriters _ 2.00 2.00 


One Half 
1-3 days or elss Month or One Three 


(3) If the rental is for a period of more than three months, the rental rate 
may not exceed the three-month rate set forth in paragraphs (1) and 


Month Months 


$3.00 $ 7.50 
5.00 12.50 
9.00 22.50 
3.00 7.50 


(2). 


> 2a5 Pe si? 


OFFICE EQUIPMENT DIGEST 
‘For Purchasing Agents, Controllers, Office Managers 


re eho ee es, |: RN RI ieee Bear me, ee uel Se 2) | as ee Sr eles Tears 
Re ce = es Peat eel Se) ey eae Pu ae hie im ao ae - 2 ee ee 
: Bart ¥; ee Pe ee, = Me Be a eh a ee ce 7 ogee a ee, eae 
‘ie ho re) Fa: es i ar ae oe 4 aoe) 2 28 = oe iar | oes oe ene & mS 
ican Sah ee ee 5 . Va a £ i k “. 7 : ip aia ca, - 
a 
F mT 4 
aa q 
ee 
o 
% '¥ 
i 
®, 
ae 
a 
iS : 
iy 4 
he 
ve ie 
’ 
mee} 
Fs a 
7 a 
ae) 
re Po 
lt , 
re 
* : 

- ~' $ 4 
en Po 
‘ila SS LT a | 

' 
ee. 
Sie ; 
am hy —_—_— — Se — oro" CCC 
ee 
“R i 
ca . 7 
ia ’ = 
os - _ 
. * PO 
’ 
4 (a —_—___~— —_—_—_— e—V—————— 
¥ Pe 

: u 
‘ ee a 
Pe * 

* : /orn - 
pe 
3 , ee me _ . 
ik 
ae 

‘ ae * fe 

7 “€ bs. a E . a 2), 2a bee ar 
be - ats ba. 7 =) ee i ey i s es es. Be sh - i Fm erty. at. 3 pee as sit? die : i 
a, at eer ee - tem ee Ue : rie 2 ae ie en . “4 onan ee ‘Femete a = games ee 
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COLORPRINT ATLAS 


RIGHT: 


NEW ATLAS FOLDER. American Map Co., 16 E. 42nd St., 
New York, is currently distributing this attractive new Clear- 
type Colorprint atlas of the world. Folder includes 7x10 inch 
general maps of Australia, North and South America, Africa, 
and Asia, besides a 10x15 inch map of Europe including the 
Mediterranean area and Near East, and a large (about 20x30 
inch) general map of the world. The company is now preparing AMEMICAN MAP COnaPaney. IC 
and publishing an extensive line of Colorprint Maps of Every- ee L 


new voRE 


BELOW: 
PAYROLL BOND RECORD. This timely form, designed for 


firms whose employees buy war bonds under Payroll Allotment 

PARKER'S NEW QUINK PACKAGE. Parker chemists an- Plan by salary deductions, is offered by C. E. Sheppard Co., 
nounce new ink ingredient, Solv-x, now added to Quink, well- 4401 2Ist St., Long Island City, N. Y. Columns are provided 
known Parker product. Solv-x is claimed to dissolve deposits, for date of purchase, amount deducted, balance owed, delivery 
gum, and sediment, and prevent rubber rot. Public meets date, and other information. Space is provided for 56 postings 
Solv-x and new Quink package this month in ads appearing in on each side. Optional feature is application blank on reverse 
Esquire, Saturday Evening Post, and long list of other period- providing record of voluntary employee participation in war 
icals. Parker Pen Co., Janesville, Wis., figures that with rubber bonds purchase plan as recommended by U. S. Treasury. Form, 
and metal shortages and pen production reduced, new Quink arranged for filing in visible record book, provides accurate 
will help keep American pens functioning well for duration. and easily accessible record of bond purchases. The Sheppard 
Co. has a variety of forms available including visitors’ registers, 

truck delivery checking books, and other aids to plant protec- 

tion. Ready for immediate delivery is regular Cesco line of 

payroll earning records, tax calculation forms, stock and inven- 

tory control, plant and equipment reports, and various account- 

ing forms. Samples and prices available on request to company. 


TELS 
sisnly dsehheee 


s | 


ABOVE: 


ACOUSTI-BOOTH FOR LIMITED SPACE. This is the new 
“size Scout Model Acousti-Booth, designed by Burgess Bat- 
tery Co., 2825 W. Roscoe St., Chicago, for use in limited spaces 
ere noise conditions are mild. It gives users quiet and privacy 
or telephoning, plus convenience of shelf for notes and directory. 
mstructed entirely of heavy birch plywood, Scout has walls 
ed with thick sound-absorbent blanket protected by perforated 
plywood facing. Finished in brown walnut or unfinished to 
Permit customer to suit own requirements. Outside dimensions 


are 28 inches wide, 32 high, 26 deep; shipping weight is 65 
Pounds, 


eeceeeeoeooooeoeoeee 
U & OEFENSE BONDS-PATROL. DEDUCTIONS 
er0ee rome me vise 
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of the Office 


NEW DEVELOPMENTS IN 
TYPEWRITER AND OFFICE MACHINE 


_—  __—_—— 
WANT U.S.10 BUY UP| 
TYPEWRITER STOCK 


Dealers Say Move Would Avert 


: Need for Continued Output 
to Build Stock Pile 


eee 
SEE PRODUCERS FAVORED) 
: | 
Fucci Puts Retail Inventory at} 
Million Units, Now Frozen 
Under Rationing 
ee cca 


i i 1d be bet- 
sting that it wou 
i a goverrraent to buy} 
de and on | 


yesterday to dis 
or to buy UP 


Ina 
field, unit chie 
chines and equ 


were being 

of dealers 

tually froze 
system. 


On Tuesday the War Production I 


Board authorized manufacturers = 
continue their present rate of pr 

duction through 
stockpile for essential civilian and 


itary needs. 
Mr. Fucei estimated that there 


were close to 1,000,000 new and 


used machines in dealers’ 
throughout the country. 


which could be 


added, were © 
use to the govert 
be released entirely. 


tioning | 
Sales by dealers since ra Lap 
went into effect on ee a a le 
been only a fraction © ye a 
> 1,824 purchase 
pro er + poe in New York 


were prior to that time. 


certificates issu 


‘rom dded, | 4 
April 20 to May 31, he a + 
por woresented sales made di 


rectly by manufacturers. 


The NEW YORK TIMES recently ran this story on 
@ suggestion made by Nicholas H. Fucci, president 
Machine Dealers Association of 

New York. 


June and July in| 
order to hasten the building of a\ 


hands 
Of these, | ° 


t 
he sa re- 

id, about 25 per cent are ! : 
wah models in good condition 


STTUATION 


By George Cole 


N three announcements made June 2nd, summarized below, 
| the Government has revealed further important develop- 

ments in the total conversion of the typewriter and office 
machine industry to war work and in the distribution of avail- 
able typewriters and office machines. 

1. The War Production Board, to hasten stockpiling of 
typewriters for essential military and civilian needs and con- 
version of the industry 100 per cent to war work, has author. 


ized manufacturers to maintain their present rates of produce 
tion during June and July. 


“It is expected that typewriter production will be discon. 
tinued early this fall,” says WPB. ‘Meanwhile, it is necessary 


to build up a supply to take care of essential requirements up 
to July, 1944.” 


Under Amendment No. 2 to Conversion Order L-54-a and 
under Supplementary Conversion Order L-54-a-1, manufae- 
turers will be permitted to produce non-portable typewriters 
this month and next at the same rate as permitted during May. 

The orders mean that the largest manufacturers—Under- 
wood, Remington-Rand, Royal, L. C. Smith & Corona, and 
International Business Machines—may produce during June 
and July up to 75 per cent of their average monthly sales of 
non-portable typewriters during 1941. The Woodstock Type 
writer Co., during the same period, may produce up to 90 per 
cent of its average monthly sales of last year. The industry 
is now operating at approximately 35 per cent below the level 
of its non-portable operations during the first part of this 
year, when non-portable production was at a boom rate. 

No change has been made in the production rates for port- 
able typewriters. The four manufacturers of this type of 
machine—Underwood, Remington-Rand, Royal, and L. ©. 
Smith & Corona—are permitted during June and July to manu- 
facture up to 11 per cent of their average monthly sales of 
portables in 1941. 

The orders are necessary to complete quickly the stock- 
piling program for the Army and Navy. These agencies have 
made known to WPB their requirements for the next two 
years, all of which will be stockpiled within the next few 
months instead of over a long period of time. In addition, 
the Army and Navy have reduced their demands substantially 
and will receive two used typewriters for every new machine 
delivered to them so that new-machine requirements will be 
reduced to an absolute minimum. 

N. G. Burleigh, Chief of WPB’s Services Branch, said that 
if the present production rate is maintained during this month 
and next before being cut further, it will be possible to produce 
a sufficient number of typewriters to meet all requirements. 
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so that production can be halted completely early in the fourth 
quarter of this year. Maintenance of existing rates, he said, 
also will prevent substantial layoffs of labor pending complete 
conversion of the industry to war work. 


The new production quotas do not affect provisions of L-54-a 
requiring manufacturers to stockpile typewriters for the Army 
and Navy and other requirements that may be determined 
from time to time by the Director of Industry Operations. 

2. In a move to hasten conversion of the office machine 
industry to 100 per cent war work, the War Production Board 
has sharply curtailed the manufacture of various types of office 
machinery and set up a system of distribution control so that 
only essential users may obtain the machines produced. 


Such items as adding, dictating, continuous form, account- 
ing, calculating, bookkeeping, addressing, time-recording, dup- 
licating, microfilm, shorthand, billing, office composing, time- 
stamp, payroll, and punched card machines are covered by the 
order, L-54-c. 

Production of many types of familiar office equipment, 
including cash registers, change making, coin handling, check 
handling and envelope handling machinery and autographic 
registers, was halted under the terms of the recent steel con- 
servation order, M-126. 

Order L-54-c is designed to regulate production until the 
end of the year (when production will stop), so that a sufficient 
stockpile of essential types of machinery will be built up to 
take care of all requirements until June 30, 1944. Production 
quotas fixed for various types of machinery are based on a 
survey of estimated minimum requirements of Government 
and essential civilian users. 

The order sets up two classes of machinery. Production 
quotas for types covered in the first class (List A) are for the 
period from June 1st to November 30th, after which the manu- 
facture of all types in this class must be stopped completely. 
Quotas for items in the second class (List B) are for the 
period from June 1st to December 31st. 

Manufacturers and dealers are prohibited from filling back 
orders for new office machinery except to the Army and Navy. 
Manufacturers and dealers may apply to WPB for authority 
to deliver machinery built to special specifications for a cus- 
tomer, which was assembled or in the process of fabrication 
and assembly as of June Ist. 

On future orders, the Director of Industry Operations will 
authorize manufacturers and dealers from time to time to 
make deliveries to the Army, Navy, or Maritime Commission, 
Probably on an allocation basis. All other deliveries are 
restricted to orders bearing a preference rating of A-9 or 
higher issued on a PD-1A certificate signed on or after June Ist. 

The order does not restrict deliveries between manufac- 
turers and dealers to replace machinery delivered on an ap- 
proved order, or intra-company deliveries except to a sub- 
sidiary or branch located outside the United States. 

3. The Office of Price Administration has issued an amend- 
ment broadening the classification of those eligible to acquire 
new and used typewriters and alleviating certain hardships 

have arisen under the typewriter rationing program. 

Under the amendment—No. 2 to Revised Rationing Order 
No. 4—the most widely affected groups are purchasers of used 

machines. 
(Turn to page 24) 


June, 1942 


ELIGIBLE TO BUY 
RATIONED NEW OR USED 
TYPEWRITERS 


(1) FOR NONPORTABLES: 

(a) Prime contractors with any agency 
of the Government of the United 
States for the construction of a 
military or naval cantonment, 
shipyard, or air base. 

(b) Operators of plants, factories, or 
shipyards, 70 per cent of whose 
billings consist of orders for ships, 
planes, tanks, guns, ammunition, 
powder, fire control apparatus, 
military or naval optical, trans- 
portation, or communications 
equipment, armor plate, radio- 
sondes, machine tools, lift trucks, 
welding machines, foundry equip- 
ment, cranes, metal-working 
equipment, heat-treating —_fur- 
naces, tackle blocks, or essential 
parts or materials thereof (if such 
parts of materials are made un- 
A-|-d or higher ratings. 

(c) Persons operating merchant ships, 
for use on such ships. 

(d)(Used machines). Accredited 
United Nations representatives 
and missions for official use in 
United States, its territories, and 
possessions, 

(e) (Used machines). Army Exchanges 
and Ship's Service Stores for their 
official use. 


(2) FOR PORTABLES: 

(a) Anyone who could qualify for 
a nonportable. 

(b) State and local governments and 
their agencies. 

(c) Selective Service Boards. 

(d) Civilian aides of the War and 
Navy Departments. 

(e) State and Local Defense Coun- 
cils and volunteer aides of the 
Office of Civilian Defense. 

f) Local rationing boards. 

ih Ship's licensed radio operators. 

(h) Plants, projects, or facilities with 
A-3 or Figher ratings as specified 
by WPB. 

(i) Newspapers, periodicals, and ra- 
io broadcasting stations regular- 
ly engaged in the dissemination 
of news or news comment. 

{j) United States Government-owned 
corporations. 

k) The Red Cross. 

l) Legislative and judicial establish- 
ments of the U. S. 

(m) The an “iy hae wth ag 
wise ica andica ; 
machines are adapted for their 
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ABOVE: 
PRESSURE BUBBLER WATER COOLER. Made of heavy- 


gauge corrosion-resisting steel, this Oasis electric water cooler 
recently announced by Ebco Mfg. Co., Columbus, O., is de- 
signed to provide plentiful supply of properly cooled drinking 
water dispensed from a sanitary unit. Cast iron, white porcelain 
enameled top overhangs top; ridge eliminates bubbler splash. 
Foot pedal bubbler operator can be provided for field installa- 
tion; does not affect hand operation. Dimensions: 19 inches 
wide, 4334 high. 


LEFT: 


RIGHT: 


for every seating requirement. 


available on request to pany. 
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NEW FOR THE OFFICE 


BELOW: 


BOND WALLET AND REGISTER. Timely, attractively em. 
bossed on imitation leather, 5 x I! inches in size, with two 
pockets for bonds and enough visible cards to register and 
record 40 war savings bonds—that's Redi-Record, simple new 
method for recording bonds and keeping them safe. Also avail. 
able is a lower priced model in red rope manila, with two-inch 
expansion, visible cards, string and button tie, 444 x I1. Infor. 
mation on request to Redi-Record Co., 160 Madison Ave., New 
York. 
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NO PRIORITIES NECESSARY on chair cushions, says Geo. 
E. Fox Co., 412-420 Orleans St., Chicago, office specialty manu- 
facturers since I911. This newest innovation in cushions has 
no buttons. It is one of the complete line offered by Fox 
which includes models in Paratex (curled hair), felt (the Fox 
original), and rubber (while they last). Firm boasts a cushion 
Complete details and price: 


WALNUT ROLL-OF-HONOR PLAQUES designed for those 
who like fine natural woods, finished to bring out richness of 
grain. Shields are solid American walnut one inch thick, have 
beveled edges, and come with hanger. Eagle is cast composi- 
tion 1'/g inches in relief, finished metallic gold. Heading and 
ribbon are screen-processed in gold, name of organization let- 
tered in blue on ribbon. Individual name strips are embossed 
in blue letters on gold and slide into slotted holders. Prices and 
information available on request to General Exhibits & Displays, 
Inc., 1119 N. Franklin St., Chicago. 


LEFT: 


HIGGINS WRAPS SIX IN PACKAGE. For years Higgins Ink 
Co., Inc., 271 9th St., Brooklyn, N. Y., packed a dozen cartons 
of 3%4 ounce drawing ink bottles in a display container, but 
recent survey proved that only a few dealers used container 
for its display value. Normal practice is to display cartons 
different colors spectrum-wise along shelf. New package 
ing quantity is expected to be popular with dealers who it 
it burdensome to order certain colors in dozen quantities. 
will also simplify jobbers’ filling and billing of orders for colors 
as well as encouraging increased turn-over. Cut shows former 
dozen-carton display container (left) and two new. six-c@ 
packages. 
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(lecerdinate WASHINGTON 


* Iron and steel have been banned by the War Production Board 
in the manvfacture of more than 400 civilian products. The order, Gen- 
eral Conservation Order M-126, permits limited production for 90 days 
following the May 5th date of the order; after that manufacture must stop 
even for many items customarily used by the armed forces. Items affected 
for the office range all the way from autographic registers to waste- 
baskets, include book ends; cash boxes; cash registers; copy-holders; dic- 
tating machine racks; erasing knives; ink well holders: letter openers; 
letter trays; loose-leaf binding wire, rings, posts, and other metal parts; 
office machines for change-making, coin handling, check-writing and other 
operations on checks, and mail opening, sealing, folding, and stamping; 
fountain pens (except functional parts) ; automatic pencils; pen holders; 
swivel chairs, wire racks and baskets. No metals other than gold or silver 
can be used as substitutes for the banned iron and steel in these items. 


* Loose-leai manufacturers and the National Stationers Associa- 
tion, pointing out the vital part that loose-leaf plays in war production 
and essential civilian production, are urging modification of the order as 
applied to loose-leaf metals. 


* New WPB limitations on the use of copper and its alloys, in- 
cluding brass and bronze, have ended the use of these metals in cabinets, 
cash registers, clips, pins, fountain pens and mechanical pencils, and staples 
for fastening cartons and other containers. About one-third of the pins 
made in the past two years were of brass, the rest of steel. Steel pins may 
still be made, but at a reduced rate. 


* Wood filing cabinets containing not more than two pounds of 
essential steel hardware for each drawer have been removed from the 
limitations of the Metal Furniture Order, L-13-a. Order L-13-a ended pro- 
duction of most types of metal office equipment and furniture on May 31st. 


*& Recommendations that the Navy eliminate at least half of 
the typewriters, Multigraphing and Mimeographing equipment used on 
ships and by other operating forces, to do away with much “red tape” and 
“paper work,” came June 3rd from Admiral Ernest J. King, Commander 
In Chief of the U. S. Fleet. Admiral King, along with Secretary Knox 
and Assistant Secretary Ralph A. Bard, asked elimination of all unneces- 
Sary correspondence and reports. 


& Use of any metal in making wood-ceased peneils, except limited 
amounts of iron or steel, has been barred by WPB in the manufacture of 
Pencils. The Order (L-113) also restricts the use of pigments and other 
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materials for finishing pencils. A manufacturer of pencils may use iron 
or steel for ferrules only to the extent of the number of rubber erasers he 
has on hand. 


* Effective July 1, any preference rating—no matter how as- 
signed—may be applied or extended by a single form of certification stat- 
ing that the purchaser certified to the seller and to the WPB that he is 
entitled to use preference ratings indicated on his purchase order, in ac- 
cordance with Priorities Regulation No. 3. Provisions of existing orders 
requiring a purchaser to furnish his supplier with copies of preference 
rating orders or other special certifications are all rescinded, except with 
respect to certain exports. The change does not affect any provision of 
existing preference rating orders limiting kinds of material which may be 
obtained by use of the assigned rating, or requiring specific information 
on purchase orders. 

Special provision is made for small manufacturers not operating under 
the Production Requirements Plan to extend ratings to deliveries of 
operating supplies such as lubricants, small perishable tools, etce., which 
will be consumed in filling the rated order, but the cost of such supplies 
must not exceed 10 per cent of the cost of the materials for which the 
rating is extended. Not more than 25 per cent of the operating supplies 
obtained in this way during any month may be metals in the forms de- 
scribed in the Metals List of Priorities Regulation No. 11. 


NEW MACHINE DEVELOPMENTS 


(Continued from page 21) 


Declared eligible to obtain certain used office machines 
without rationing certificates after June 4th are: (1) per- 
sons who buy or otherwise acquire a business or manu- 
facturing concern for the purpose of continuing the 
enterprise at the same location; (2) persons who had 
traded in typewriters to manufacturers, wholesalers, or 
dealers and had failed to obtain new machines because of 
the general freeze order of March 6th. 

Under the original order, purchasers of the assets of a 
business were not permitted to buy the typewriters used 
in that business. 

The new amendment includes both reconditioned and 
rebuilt models in the possession of the seller of a business, 
In the instance of trade-ins, manufacturers are permitted 
to substitute a comparable type or model if the original 
typewriter has been disposed of. Only persons who had 
consummated the deal before March 6th come under the 
amendment. 

Two groups were added to those eligible to purchase 
used office machines upon presentation of a rationing 
certificate: accredited representatives and official missions 
of the governments of the United Nations for official use 
in the United States, its Territories, and possessions; 
Army Exchanges and Ship’s Service Stores for their offi- 
cial use. 

Portables may also now be obtained by persons who 
are blind, near blind, or otherwise physically handicapped, 
if these typewriters are adapted for the use of persons so 
handicapped. 

In addition, a procedure was established for obtaining 
specially built used machines, reconditioned or rebuilt, 
where the special features were installed or ordered prior 
to March 6th. Applications may be made to the Office of 
Price Administration in Washington for these machines, 


now in manufacturers’ or dealers’ stocks, providing that 
the design is such that the machine is unusable except by 
the applicant or a small class of persons similarly situated 
and that it cannot be made generally usable by moderate 
alterations. 

Purchasers of these machines, according to the amend- 
ment, must indicate in their application: (1) the model 
number of the machine; (2) the key board arrangement; 
(3) the kind of type; (4) any special inbuilt features; 
(5) the name and address of the manufacturer or dealer. 
They must certify that the typewriter is immediately 
needed and that they have no other typewriters in their 
possession. Regulations demand that idle typewriters be 
turned in in order to qualify for a new machine. 


In making the announcement OPA officials emphasized 
that under rationing regulations, all new typewriters in 
the hands of manufacturers are earmarked for use by the 
Army, Navy, and war agencies. 


The war agencies, it was also pointed out, are at present 
acquiring most of their typewriters from used machine 
stocks. In the future it is expected that all typewriters 
obtained by the government for war agency use will be 
used machines. 


AIGNER CATALOG HAS CELLULOSE SECTION 

Now being distributed by the G. J. Aigner Co., 503 
S. Jefferson St., Chicago, is the Aico Cellulose Specialties 
sales promotion folder containing descriptions, prices, and 
sales ideas for the firm’s cellulose card and shop ticket 
holders, sheet protectors, roll and sheet cellulose, and 
windows and inserts. This informative folder, printed in 
green and black, is Unit J of the Aico sectionalized sales 
promotion catalog, Indexing. 
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On targer sizes, 
splatter-proof pour- 
out pours in steady 
stream—no gurgling 
—fills inkwell eas- 
ily, without spilling. 


WRITING 
FLUID 


HAS A NEW MEANING 


Business rolls ahead on words and figures—and for the sake 
of clarity and speed and for the sake of tax records, those 
words had better be PERMANENT. BUT DON'T MAKE THE 
MISTAKE of buying a permanent record at the price of the 
insides of fountain pens, or at the cost of eaten-up steel pens. 
Don't forget that your present pens may have to last for the 
duration. 


SHEAFFER'S SKRIP is KIND to metal, rubber, plastic—actually 
covers steel pens with a protective coating where other fluids 
corrode and destroy them. This is PROVABLE not only in our 
laboratory but in your offices. Get SKRIP—have security of 
records AND conservation of writing tools! W. A. SHEAFFER 
PEN COMPANY, Fort Madison, lowa ... “Pen Capital of 
America." 
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ae toe ECONOMICAL 
tS on smaller sizes 
5 keeps bottle threads 
r. clean, prevents 
— LARGER 
ir gers. 
e 
SIZES 
in 
ne 
Pp Get the larger sizes. They conserve 
~ on glass and metal and packing 
rs “ materials, and you get FAR more 
‘|SHEAFFERS 9 === 
SKRIP is free-flowing, quick-drying, sedi- 
03 y ment-free and non-sediment forming. All 
~ colors marked "Permanent" last as long as 
a Se QUICKMAIL the paper itself, and are flood-proof—the 
nd SOUPON Be 17 | hardest of all writing fluid tests. 
in 
les 
MAKES ALL PENS WRITE BETTER and LAST LONGER 
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Save TIME 
Save MONEY 


Buy Quality-Bilt 
Double-Top 
File Jackets 


For the filing of bulky correspondence, 
orders, defense contracts, grouped let- 
ters, etc., the DOUBLE-Top FILE JACKET 
saves both time and money. 


They expand to hold an unusual bulk of 
filing. Even when full they stand erect 
in the files, making access convenient. 


DOUBLE-Top FILE JACKETS are avail- 
able in either Ropemanila or Red Fibre. 
BUY THESE THRU YOUR STATIONER 

or USE QUICKMAIL COUPON No. 12 


QUALITY PARK ENVELOPE CO. 


General Office & Fa _ Chicago Office and 
es Quolity Park Warehouse 3 ’ 


St. Poul, Minnesota 11-116 Merchandise Mast 
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OPA SETS MAXIMUM PRICES 


(Continued from Page 18) 


Need for a regulation which established uniform rental 
rates for consumers all over the nation was found by OPA 
after its study of the industry showed that rental rateg 
generally lacked uniformity and that rates charged by 
manufacturers’ outlets reflected 20 per cent increases over 
October rates while dealers’ rates were about 5 per cent 
above the October prices. OPA also found that somem 
dealers did not increase rental rates while others hade 
advanced them as much as 66 per cent. § 


In effect the regulation establishes rental rates which 
are the same as those which prevailed during October 
1-15, 1941. The regulation establishes these maximum 
rental rates in two rate tables appearing on page 18. 

The rates set forth in the order do not include pick-up 
and delivery service charges. These charges ordinarily 
were included in the quoted rental rate but the imminent 
shortage of gasoline and delivery facilities has increased 
the costs and may even bring an end to such services. 
Under the order, a reasonable charge for delivery service, 
which in October was estimated at 50 cents, may be added 
to the maximum rental rate. This charge, if made, must 
be posted conspicuously so that the consumer or renter of 
the typewriter has knowledge of it at the time he rents 
the machine. Persons renting a machine must not be 
refused the right to arrange for delivery of the machine 
from and to the dealer’s place of business. 

The age of the typewriter is to be determined by its 
serial and model number. Remingtons, Royals, L. C. 
Smiths, Underwoods, and Woodstocks, manufactured since 
January 1, 1935, have serial numbers higher than the 
following; machines manufactured prior to January 1, 
1935, have serial numbers lower than the following: 

Highest Serial number of a 


Machine manufactured prior 
to January 1, 1935 


Not manufactured a to 
January 1, 1935 


Z-333,500 
Z-479,000 


Not manufactured prior to 
January 1, 1935 


W-134,500 


Make Model 


1. Remington Standard 11 
Standard 12, 20, 30 
Standard 

Standard 


Remington 
Remington 
Remington 
Remington (or Smith 

Premier) Standard 


Remington (or Monarch) 
Noiseless X-240,500 
Remington (or Monarch) 
Noiseless X-332,500 
. Royal All models 
Standard and 1,715,000 
1,135,000 
4,300,000 


3,924,000 


. L. C. Smith 
. Underwood 
Underwood 


Silent 
Standard 
Noiseless 


5. Woodstock 5 400,000 


The regulation prohibits decreasing cash discounts, 
trade-in allowances, rental credits on purchases, or quan- 
tity purchase discounts below those available or in effect 
during the October 1-15, 1941 period. Nor can charges 
for deferred payments, installments, time payments oF 
credit accounts be increased above those which were 
effect during that period and the period of guarantee or 
warranty of performance or of maintenance of repair 
service cannot be decreased. Charges for repair service 
must remain at or below the level existing during the 
October 1-15 period. Misrepresenting the state of repair 
of a used typewriter is considered a violation of the provi 
sions of the regulation. 

Every person offering to rent or sell typewriters must 
preserve for two years accurate and complete records con- 
cerning inventories and sales or rentals of used typewrit- 
ers including the use to which a rented typewriter is put. 

Sellers and those who rent used typewriters, according 
to provisions of the regulation, must post conspicuously, 
their places of business a notice which completely sets 
forth legibly “Appendix A (Section 1398.83)” of the 
regulation together with a statement that lower prices may 
be charged. The appendix lists the dollars and cents prices 
at which the various makes and models may be ren 

(Continued on Page 29) 
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NOT GIRL 


A delay of minutes at the typewriter 
may mean a delay of hours, even days in 
the execution of orders. Now, with speed and 
accuracy more important than ever, get rid of the 
costly nuisance of carbon paper that curls... 


ts. 
: It pays to give your typists DA W N 


OLD TOWN'S AMAZING NEW CURLPROOF CARBON 


fa 
ier DAWN gets the job into the machine quicker . . . turns 
w it out neater. Saves time. Saves temper. Saves mistakes. 
REASON: DAWN STAYS FLAT, never curls, is easy 
and clean to handle. Try this speedy carbon. For test 
to samples write OLD TOWN RIBBON & CARBON CO., 
Inc., foremost makers of ribbons and carbons for every 
use. Address Dept. D-4. 
very sheet of OLD TOWN carbon trade-marked and GRADE- 
marked. Know whet you buy . . . get what you pay for. 
nts, 
= aw /icllon é-Carbon Co. Ine. 
es OLD TOW , FMC. 
in 
sot “MAKES A GOOD IMPRESSION” ¢ 
ir 
t ° 
pair General Offices and Factory: 750 Pacific Street ° Brooklyn, New York 
rovi- 
must 
con- 
writ- 
put. 
ding 
ly, mm 
sets Ask your 
- the office supply 
be Use QUICKMAIL pt 
ented COUPON By 
1942 dune, 1942 OFFICE EQUIPMENT DIGEST 27 


For Purchasing Agents, Controllers, Office Managers 


i. = eee ee i an oe ; i rn ea Se: ee a ee ee SSeS a Looe =? 
ay Sg Sis ae ao aes ae aH . 4 Oe (oa: a hee Jag Ey cad Sed, 7 a a <2 5 pe 
2 as 
a Fe ee. el eo é e: 
ee ae ae noe — ee ee eee e 
a a 2 a ie ; “eg fa: ie ena We: 
ae a — a ete | Se y See. ; Te 
—— —_ ‘ a A ey ; ” 
eke oo a a oS ~\ aie, oh 
— LV aie 
: a — 7 ee a 
+ ae ; : :o ! “a 
a ree ~ ¥ : sete i ee 
lad G a: ae sate ieee: a ae. 
C (a | | Bac eee = —— i. Gs des , ' 
I eas Se eee ae a 
— ee en Peel eee 34 ae 
i. ne ns ee x 
a <%?* —& ee : 4 
~~ | - so — : 
in 4. aul 
om a E a a “o oh ' 
SS a “ “oe i : 
oe ,. a RS S J . 
ae . = : » ; 
; ae a a os NI —- a — ai one 
. ° - : : 
= — (Ki ‘ 
) = 
: Po ‘ a 
. ; 
: 
a gw 
d — 
f 
. F 
e Vs | 
e 
ee 
4 KB 
i. 
— 
: gh rie 
2 ie 5 e Ts a i a , oa : ie i : trae Beers a5 f Beet | ik ee % aes in : Coe 5 
oe MIRE sie, a Zi a ends ib ie i ee eae ne. | alee ii a @ 


ee Fy 


AULILESs 
SECTIONAL POST BINDERS + 


* DUE TO THEIR 


DURABILITY 


and 


CONSTRUCTION 


ARE BEST FITTED TO MEET 
THE EXACTING DEMANDS OF 
TODAY ... SO ESSENTIAL TO 


STALOK OUR DEFENSE PLANS 
RAPIDLOCK € 


PROGRESS 


To answer this ad use QUICKMAIL COUPON No. 29 


STATIONERS LOOSE LEAF CO. 


524 NORTH BROADWAY, MILWAUKEE ° ° NEW YORK, 237 LAFAYETTE STREET 


CONSERVE— COOPERATE 


Every Purchasing Agent and every typist surely realizes the importance NOW of making each 
Typewriter Ribbon and Carbon Sheet go twice as far. The War Industries are absorbing more 
and more of these supplies, and civilian consumers will simply have to learn and apply every 
resource to effect economy. Your “M&V” dealer is primed to help you here. Make use of 
his knowledge and experience; this is just another form of Practical Patriotism. 


Save empty Ribbon Spools . . . your dealer will tell you why. 


$ Mirtac « Votucer, Inc. 
PARK RIDGE ° NEW JERSEY 


These convenient branches to serve you faster and better 
CHICAGO — o. LOUIS KANSAS CITY SAN FRANCISCO LOS ANGELES 


ES ee 


To answer the above ad use QUICKMAIL COUPON No. 23 
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OPA SETS MAXIMUM PRICES 


(Continued from Page 26) 


and sold, and serves as an accurate guide for consumers 
and dealers. 

In addition, those offering to rent used typewriters must 
add to the notice a statement that the customer, if he 
chooses, may arrange for transportation to and from the 
dealer’s place of business, in which event the dealer may 
not charge any amount for delivery and return of the 
typewriter. He must also post the charges made for 
delivery and return of the typewriter if the customer 
chooses the dealer to arrange delivery. 


DICTATYPE ANNOUNCES NEW MODELS 


The New Dictatype Co., Inc., Wilmington, Del., in 
mid-May began production of its new model. With opera- 
tions retarded by priorities and war time delays Dic- 
tatype, a shortland machine with its revised textbook, is 
now ready for distribution. Restrictions on sales, rentals, 
and deliveries of various types of office machines were 
modified by WPB back in March to exclude shorthand 
machines and wide carriage typewriters. Harrison M. 
Von Duyke is president of the company. 


NICKELOID COMPANY AIDS METAL CONSERVATION 

American Nickeloid Co. of Peru, IIl., is distributing 
a card illustrating why critical metal savings up to 98 
per cent are possible by using the firm’s pre-plated metals 
as substitutes for critical metals in war production. The 
card points out that national defense is now using or con- 
sidering American Nickeloid metals for a variety of ap- 
plications from barrack mirrors to dispatch case channels. 


NEW LABELS REPLACE RUBBER BANDS 
With rubber off to war, rubber bands are grad- 


ually being replaced in plant and office applications. | 
Kum-Kleen labels, manufactured by Avery Adhesives, 431 _ 


E. 3rd St., Los Angeles, Cal., are coming to the fore as 


rubber band replacements in the emergency. This new | 
product may be applied to blue prints, rolls of papers, | 


and packages without moistening, holds securely, is easily 
peeled off without scrapping or tearing. 


SPROTT, POUNSFORD HELP SALVATION ARMY 


J. S. Sprott, president of Globe-Wernicke Co., has | 
been elected chairman of the advisory board of the Salva- _ 


tion Army for Cincinnati and Hamilton County, Ohio. 
Harry G. Pounsford, well-known Cincinnati stationer and 
member of the board for the past twenty-five years, was 
elected vice-chairman. Both Mr. Sprott and Mr. Pouns- 


ford have been interested in Salvation Army work for a | 


number of years. 


MASONITE PROFITS UP 

Masonite Corp., Chicago, has reported for the sec- 
ond quarter of twelve weeks, December 21, 1941 to March 
14, 1942, net profits of $328,368.85 after depreciation, in- 
come taxes, and other deductions subject to final audit. 
This is equal to fifty-four cents per share on common 
stock of 539,210 shares, after providing for preferred di- 
vidends. For the same period a year ago, the company 
Teported a net profit of $302,236.92, or fifty-two cents per 
share. For the 28 weeks from September ist, 1941, 
to March 14th, net profits totaled $786,967.56, or $1.30 per 
common share. For the comparable period last year net 
Profits were $645,493.83 or $1.10 per share. 

These profits for the current year are after provision 
for federal and state income taxes amounting to $2,238,- 
875.57 of which $1,110,700 was for federal excess profits 
tax and $360,000 for contingencies. 
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YES SIR/ 


ACME 
TIME-SAVING 
VISIBLE 
RECORD SYSTEMS 
ARE TURNED 
QVER TO You 
READY FOR 
\ IMMEDIATE USE 


—™£ 


CME’S staff of experts will make sug- 
gestions for consolidating duplicate 
or related records, recommend short cuts 
in operation, etc. They will index and 
installthe records 
—with dispatch— 
and train your 
personnel in the 
use of the system 
without disturb- 
ing their regular 
duties. The Acme 
Installation De- 
partment knows 
from experience 
the most econom- 
ical and effective 
methods to save 

time for you. 
Acme will take the entire responsibility 
covering complete installation—or furnish 
Indexors on a per diem basis in charge of 
a competent Supervisor and prepare pro- 
cedure instructions to insure continuous 
uniform operation of the record regard- 

less of changes in personnel. 


2 ww £ 


CME Visible Records are outstanding 
in their adaptability to meet today’s 
unusual need of hundreds of different types 
of records. Acme isapplicableto every kind 
z =a of record. One 
: or more of the 
10 different types 
of Acme Visible 
will meet your 
record require- 
ments no matter 
how simple or 
complex—and 
will enable you to 
effect vital time 
saving. . 
Ask for copy of Acme’s 


U. S. Government 
Price List. 


ACME VISIBLE RECORDS. INC. 


122 S. MICHIGAN AVENUE, CHICAGO, ILLINOIS 


To answer this advertisement use QUICKMAIL COUPON No. 36 


OFFICE EQUIPMENT DIGEST 


For Purchasing Agents, Controllers, Office Managers 


. = ™ 4 —— ae “ss Bi a 4 : : , eG ae = 4 a‘ s ‘Ske ee : fl : sa es es 
ia , 3 teal 
= } Sime 
’ & ae, a " | ; 
f :. es | 
a am) di 
ee a a 
T | | 
F | | 
| 5 
e) | 
4” ] ail 
pa ~s 
yaa ua. ib € f 
, Ly ue i 
Cs eo ba 
| ua ra 4 i. 
tilt = 
he a @ 
REET ae : 
: 
ee — | 
ee | 
a = = ‘ 
| coo e a : , 
ee a SCs 29 ‘ 


SHOW YOUR COLORS 


Put a patch of patriotism in 
your window, on your wall, over 
a doorway, around a pillar... 
and the colors will sell them- 
selves. A few of the Dennison 
Patriotic decorating items are 
illustrated and described below, 
including Printed Crepe Paper, 
Card Cut-Outs, and Seals. 


Feature Red, White. and Blue 


DECORATED CREPE PAPER 


Stars and Stripes printed in au- 
thentic flag colors, 74% ft. long, 20” 
SNe aera 
Eagle and Statue of Liberty in red, 
white and blue. 7% ft. long, 20” 
Se ae 
Fireproof Streamer of red, white, and 
blue crepe paper. 40 ft. long, 244” 
See .10 rol 


PATRIOTIC CUT-OUTS 
“United We Stand” is about 15” high 


and printed in six colors . . .15 each 
Eagle and Flag cut-out is about 15” 
wide and is printed in 5 colors .10 each 


Shields in red, white and blue 


i es. > & 10 each 
Se." high. . . . . =. . Qieach 
ge SS 


PATRIOTIC SEALS 
“Vv” for Victory in red, white, blue 
ae ae 
Remember Pearl Harbor in red, 
white, blue, and silver. . . 4 for .10 

Large Flag Seals in red, white, and 

blue fe a a 9 say.’ 

All Prices Shown Are Retail 


FRAMINGHAM 
MASSACHUSETTS 


To answer this advertisement use QUICKMAIL COUPON No. 33 
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HABERKERN HEADS PURCHASERS ASSOCIATION 


Roy C. Haberkern, purchasing agent for R, J, 
Reynolds Tobacco Co., Winston-Salem, N. C., was elected 
president of the National Association of Purchasing 
Agents at its annual convention, held in New York’s Wa. 
dorf-Astoria, May 25-27. To E. B. Hendricks, one of the 
pioneers in the association’s formation twenty-seven years 
ago, went the J. Shipman gold medal for service to the 
purchasing profession; Thomas W. Harris, Jr., purchasing 
agent for E. I. duPont de Nemours & Co., Wilmington, 
Del., made the presentation and delivered a biographical 
sketch at the purchasers’ annual banquet May 26, 

The following vice-presidents were elected: F. Albert 
Hayes, American Hide & Leather Co., Boston, president 
for the preceding year; Seibert W. Mote, University of 
Utah; C. S. Worley, Consolidated Gas Utilities Corporg. 
tion, Oklahoma City; Leslie F. Robbins, University of 
Colorado, Boulder, Colo.; Earl L. Coleman, City of Dear. 
born, Mich.; Harold I. Nelson, North Shore Paper Co, 
Montreal; E. A. Jensen, Wittenberg College, Springfield, 
Ohio; A. Grant Clark, McWiliiams Dredging Co., New 
Orleans; Joseph I. Kitchin, Lanston Monotype Machine 
Co., Philadelphia, and Stephen J. Kennedy, Springfield 
Gas Light Co., Springfield, Mass. 


GOLD HEADS JERSEY MARKETERS 


Samuel E. Gold of Lignum-Vitae Corp., Jersey City, 
N. J., has been elected president of Industrial Marketers 
of New Jersey. John Coakley, Thomas A. Edison Indus- 
tries, West Orange, retiring president, will be chairman 
of the recently formed war activities committee. Other 
officers elected include Edward J. Pechin, E. I. du Pont de 
Nemours, Inc., Arlington, vice-president; Ralph N. Hanes, 
United States Rubber Company, vice-president; Cuyler 
Stevens, T. J. Maloney, Inc., vice-president; James J. 
DeMario, Manhattan Rubber Manufacturing Company, 


Passaic, treasurer; C. E. Gischel, Walter Kidde & Co., 
secretary. 


NEW GROUP INSURANCE PLAN 


A new, low-cost employee group insurance plan, 
designed to profmote employee security and good will and 
just announced by North American Insurance Co., lists 
cash payments for hospitalization expense in case of sick- 
ness or accident, surgical expense, maternity confinement 
expense, compensation for time lost from work, loss of life 
through accident or natural causes, and physical dismem- 
berment. Any. size group is eligible, whether factory, 
office, shop or store, and family dependents may be in- 
cluded in a policy at the employee’s option. No medical 
examination is required, and there is no age limit. Com- 
plete information is available on request, on business letter- 
head, to North American Mutual Insurance Co., Dept. 


B-47, North American Bldg., Wilmington, Del. 


SUGGESTS CHANGE IN MOVING HABITS 


“Most people want to move at the end or near the 
middle of the month,” says G. O. Watson, president of 
Greyvan Lines, Inc., large household goods mover, com- 
menting on current unprecedented movement of families 
and goods brought about by war time production and a 
vast shift in the nation’s employment. “This concentrates 
such a demand that moving facilities, though great, are 
sometimes inadequate. Industries affected by the need for 
personnel shifts can assure their employees of better sel 
vice and aid in conservation if they will cooperate toward 
planning moves between the 5th and 12th or between the 
18th and 25th of the month,” Mr. Watson explained. 
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OR NO 


Sing | 
ton, | 
hical 
bert | 
dent 7 
y of 
ora- 
y of 
ear. 
Co, 
field, \\ 
New 
2 Craft erasers have wo 
field ° 
this problem solved! 
If you think golf balls are hard 
to replace, how about eye- 
City, CRAFT erasers contain no rubber! | r balls? Nature rations out eyes 
ters They're plentiful as May flowers. | ak e Care an strictly, and no priority 
me You can get an uninterrupted sup- | rating will give you any re- 
— ; : placements, even though the 
ther ply from your stationer. What’s | of th \y F 
t de 7 F e On need is urgent. 
nr more, CRAFT erasers actually im- | Good eyesight is essential 
iyler prove with use. Containing no | E \\ to speed and accuracy. That's 
s J. harsh abrasives they will not mar yes You why the experienced account- 
any, ’ 
ox the most fragile paper. They re- ant refuses to sabotage his 
move marks, smudges and pencil Eve, Ha ve vision by working on poorly 
lines without tearing, scuffing or designed ruled forms. Instead, 
euiete ‘ he demands forms that are 
crinkling the paper. The corners 
lan, , , il B . easy to work on — forms that 
pe are useful in erasing small details, y Usind are “kind to his eyes.” 
lists too. These features, and more, 
sick- make CRAFT a must for artists, 
t 
yer draftsmen and office workers. Per- Master-Craft Yd OU, Ol 
nem- formance is what counts. Write 
ory, ; : : 
in your stationer for quotations now. RULED FORMS 
ec: Master-Craft forms are particularly 
hel soothing and restful to the eyes. They 
ent. are cleanly ruled in an exclusive 
combination of soft brown and green 
shades. Their “flat surface reflects 
no bothersome light glare, and is 
ideal to write on. 
the 
t of 
og | SGHAW-WALKER 
ilies | \ 
nd a a, 
ates MASTER-CRAFT LOOSE-LEAF DIVISION 
are | ‘ 
| for Pencil Sales Department 53-J6 KALAMAZOO « MICHIGAN 
ser- JOSEPH DIXON CRUCIBLE COMPANY | 
vard Jersey City " New Jersey Ledger Sheets — Columnar Sheets — Work Sheets — General Record Sheets 
. the | Columnar Pods — Accounting Pads — Over 1400 Forms Kept In Stock 
To answer the above ad use QUICKMAIL COUPON No. 31 To answer the above ad use QUICKMAIL COUPON No. 3 
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TO DO ACCURATE FILING 
AND QUICK FINDING...AND 


WITH A WABASH FILING SYSTEM 


Avoid costly delays due to 
improper filing methods or 
systems. Get the facts now! 


THE WABASH CABINET CO. 
WABASH, INDIANA 


CLIP AND ATTACH TO LETTERHEAD 


Tana ate 
I 
I 
I 


THE WABASH CABINET COMPANY 
i 120 E. Water Street, Wabash, Indiana 


Please send me a copy of "The Five Basic Methods of 
Filing", which explains various filing methods and gives 
j valuable short cuts. 


Name 
l Address 
Re Dealer 


ee ee 
To answer this adv. use above Coupon or send Quickmail Coupon No. 43 


WHEELER GETS NEW WPB APPOINTMENT 


Recently appointed New England regional direetor 


of the War Production Board is Walter H. Wheeler, Jr, 
former chief of the contract distribution branch of the 
production division. The New England regional office wij] 
have its headquarters in Boston and will be responsible 
for the administration of all WPB field offices in the six 
New England states. Mr. Wheeler has been with the con. 
tract distribution branch of WPB since October, 194], 
For twenty-one years he has been president and genera] 
manager of Pitney-Bowes Postage Meter Co., Stamford, 
Conn. He is also president and director of Canadian 
Postage Meter & Machine Co., Ltd., and is a member of 
the business Advisory Council of the Department of 
Commerce. 

Replacing Mr. Wheeler as chief of the contracting dis. 
tribution branch of WPB is C. E. Hallenborg, former 
assistant chief of the branch, and vice-president of Dictg- 
phone Corp., New York. 


SENECA FALLS FIRM HAS NEW NAME 


Seneca Falls Rule & Block Co., Inc., ruler manu. 
facturer for over sixty-seven years, has changed its 
corporate title to Seneca Rulers, Inc. Guy D.. Hills is 
president and treasurer; Carl B. Rogers serves as vice- 
president and manager. 


CUMMIN HEADS NEW YORK PURCHASING AGENTS 


Walter E. Cummin of White Laboratories, Newark, 
N. J., was elected president of the Purchasing Agents 
Association of New York at the annual meeting June 16th 
at the Builders Exchange Club. Mr. Cummin succeeds 
T. I. Savage, purchasing agent of Murphy Varnish Co., 
Newark. Other officers chosen are Millard W. Merrill, 
U. S. Metals Refining Co., Carteret, N. J., vice-president; 
and E. B. Fielis, treasurer. 


PIM IS NEW IBM CONTROLLER 


Just promoted to the position of controller of Inter- 
national Business Machines Corp.’s main plant at Endicott, 
N. Y., is Harold E. Pim, previously manager of the com- 
pany’s branch in Boston where he was also president of 
the Boston Sales Managers Club. Mr. Pim was recently 
elected a regional director of the National Federation of 
Sales Executives. Charles E. Love succeeds him as man- 
ager of the Boston office; until this promotion, Mr. Love 
was sales instructor in IBM’s employees’ training school 
at Endicott. 


HALE HOLDEN HEADS BYRON WESTON CO. 


Directors of Byron Weston Co., Dalton, Mass., 
cently announced the election of Hale Holden, Jr., as its 
president. Mr. Holden is a grandson of Byron Weston 
and has been associated with the company for several 
years as a director. After graduation from Yale in 1922 
he became associated with the Puilman Co. as a drafts- 
man in the manufacturing department at Chicago, subse 
quently rising to the position of vice-president. Since 1981 
he has been in charge of Pullman’s eastern operations, 
with offices in New York and Philadelphia. 

The board also announced election of Robert Crane 4 
vice-president of Byron Weston Co., and the appointment 
of Harry Birt as sales manager. Mr. Crane, who will con- 
tinue to serve as secretary and director, has been respon- 
sible for the company’s progressive sales policy for the 
past two years. John H. Bellows continues to hold the 
offices of vice-president, treasurer, and director. Mr. Birt 
has been with Byron Weston Co. for seventeen years, dur- 
ing a large part of which he was manager of midwestern 
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sales with offices in Chicago. 
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Look Girls! . . 


.. it’s just as 


good as new! 


Gertie Spacebars is amazed at the wonderful service 
her old stapler is now giving her. 


Gertie is rough on stapling machines. Her idea of 
operating them is to SMACK ‘em. When they begin 
to get balky, she requisitions a new one from the 
Purchasing Department. 


Her company buys from a smart stationer. So the 
last time, when the purchasing agent called him, the 
stationer didn't say, “Sorry we're all out of that kind 
of Stapler." He said, "Maybe | can save you some 
money. Why not send the old one over here and let 
our repair department fix it?" 


The Stapler, being a Hotchkiss Model 6A, had been 
able to take the abuse Gertie gave it. Hotchkiss 
machines wear out, of course, but they take their time 
about it. So all the stationer had to do was to oil 
the Stapler and clean it. 


RESULT: Gertie continues to staple happily; 
purchasing agent is pleased at saving the cost 
of a new machine; stationer—well, he's got 
something! He is calling on customers who 
have Staplers that are out of commision, re- 
pairing them and getting plenty of good-will 
and orders for staples. 


HOTCHKISS 


“Pioneers in all that's best in Stapling" 


a 


NORWALK, CONN., DEPT. D 


To answer the above ad use QUICKMAIL COUPON No. 19 
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J-S-STAEDTLER-INC-NEW YORK 


NATIONAL DISTRIBUTORS: 
KEUFFEL & ESSER CO. 
NEW YORK 


To answer the above ad use QUICKMAIL COUPON No. 2! 
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Be sure to look in- 


to this systematic 


The Sat 
and protective fil- Ve UW: 4 i. 
ing method ; insures : (- ae 
utmost safety for i UY. sf 3 
stencils, at low cost Fl LE STE * C| AS 
jee Ke-tun 


2 SIZES 


for 50 and 
100 STENCILS 


20” long, 10” wide; 
index page standard 
on both sizes; produc- 
tion record page for 
each stencil allows 
space for com- 
plete informa- 
tion. 


Covers are 
of heavy blue 
leatherette stock; 
pages numbered; 
spiral binding en- 
ables book to lie 
flat at all times. 


= 


Send today for descrip- 
tive folder. 


by * hnygraph ol 


_TECHNY, ILLINOIS 


atho-Weld 


KIM-BER-LY DRAWING 
KIM-BER-LY COLORED 


AND 


SEMI-HEX PENCILS 


are accepted standards with Government De- 
partments, Engineering and Manufacturing 
organizations. Army and Navy and large 
War material contractors rely upon them to 


help speed the War effort. 


GENERAL PF iL COMPANY 


JERSEY CITY 


MAKERS OF FINE QUALITY 


NEW JERSEY 


PENCILS FOR 3 GENERATIONS 


TARR GETS AMA VICE-PRESIDENCY 


Among the new vice-presidents of the American 
Management Association elected June 11th is W. E. Tarr 
general office manager, Studebaker Corp., South ; 
Ind., in charge of AMA’s office management division, The 
election was held at a dinner meeting in: New York’s Hote} 
Pennsylvania marking twenty years since the association's 
founding. 


COURIER-CITIZEN PROMOTION BY INTERGRAPHIC 


Product of Intergraphic, 9 Rockefeller Plaza, New 
York, is a handsome and effective promotion piece for the 
Courier-Citizen Co., nationally known printers and litho. 
graphers. Colorfully printed in red and blue on laminated 
white stock, the twenty-page book presents the Courier. 
Citizen ten-point plan for saving money on stationery 
form printing. 


NOMA LISTS WAYS TO SAVE 


Five ways to save office supplies, advises the Na- 
tional Office Management Association, are: use one staple 
instead of several; use pencil holders and sandpaper points 
to get maximum service from lead pencils; re-use manila 
file folders by pasting new labels on tabs; substitute verbal 
for written communication wherever possible; telephone 
| instead of writing. : 


SPEED-O-PRINT MOVES 


Speed-O-Print Corp., one of the nation’s largest 
manufacturers of duplicating machines and supplies, has 
merged offices and factory into new facilities at 161 E. 
Grand Ave., Chicago. This new location, just off Michigan 
Blvd. and two blocks north of the river, is a convenient 
one for Speed-O-Print dealers to visit. The building was 
remodeled by the company and now offers one of the in- 

_dustry’s most modern offices. These new facilities will 
help effectively serve Speed-O-Print’s thousands of dealers 
and customers. 


NEW GUMMED TAPE SEALING LIQUID 


Just announced by Seal, Inc., Shelton, Conn., is 
Seal-Tonic, new liquid chemical designed to be added to 
water for use in gummed tape machines. The new prod- 
uct is said to make sealing tape stick faster and tighter 
than water alone which often tears apart into drops and 
streaks, thus providing only slow and partial adhesion 
by the tape. Realizing that this was no fault of the 
tape, Seal, Inc. set about devising some means of im 
proving the operation of gummed tape machines. Seal- 
Tonic is the result of the company’s experimentation. 


IBM EARNINGS UP 


Net earnings of International Business Machines 
Corp. and subsidiary companies for the quarter ended 
March 31, as recently reported, were $5,755,497 before 
providing for U. S. federal and Canadian income and ex- 
cess profits taxes, as compared with net earnings for the 
corresponding 1941 period of $4,140,123. After providing 
for estimated U. S. federal and Canadian income and e 
cess profits taxes (including $1,507,100 U. S. excess profits 
tax) the net income for the three months of 1942 would 
be $2,806,897, equivalent to $2.83 per share on 990,116 
shares outstanding. 

“It should be understood that if the proposed tax legit 
lation now before Congress is passed,” president Thomas 
J. Watson stated in the report, “additional federal taxé 
will be levied and the foregoing profits will be accord- 
ingly reduced. The amount of such tax increase and. re 
sulting change in profits cannot be accurately calculated 
| at this date.” 


June, 192 


rats + eS Poe ee oa a ie er (ae So rc a a a Wie ee naa ee: 
are a S) ee: Be” Se we a Be = a RR ae 
ee : 
= bb . 
s 3 7 TSS SNR ney 
: A NEW QUALITY PRODUCT | 
ny | 
; 4 
, i 
“ ma | 
: | 
> ae , 
a : eo nae : 
se a -,: » | 
ae see cee » 
: S a fi ex. Hen es 
“ Hiasttiit we Caer 
* weg SEER Boo crc 
ee ae » oe 
a | Sa we Seeieeeeeeeee 
4 ea: 6QaoF Ft an see 
| e° TAN = 
A | Bae < pe. 
Sa ( “Sieh, ith, ca 
i ‘th See, 
CHEER eee enneRRRRE REE | ee 
Bcc ERHERHEe® | 
oe , Po ee 
ne % 
he ‘ge 
2) ee —_ TRADE MARK 
. Silk | a bee 2 ri | | 
: <a esa. re ee ™ 
: *y WLS NPR es ; tS 745 ee 
: a a WE Ne, ha ee 
- FROM COAST Semberede- ee TO COAST 
= | Gs 
¥ & ' 
ees : 
a — TT 
i "3 
+ c 
. ee 
~ 3|2 
| T 
: 4ic 
aos, ; 
i A a 
A 
t » - q : 
a “a 74 
dee ; OF 
‘ 7 
5 ! 
{ :T . | 
a 34 Le Ju 
on P x q 
2 uy Fe 
! * ae = te q ae Gta es A eee 2 —— eae Se ae 
ie : ¢ v 7 “4 p : a x ae i en As Ae ree Oe ale Aiea ar a i ifs 2) am Paes ae 


t 
s 
n 
t 
$s 
l- 
ll 
3 


T Te pen TS 


THE ECONOMICAL WAY... 


TO PERMANENT RECORD STORAGE | 


Zz) 


DEE AOR IB SE TI i a 


They solve the problem of 
quick, easy, and inexpensive 
record storage. Letters, checks, 
invoices, cards, and documents 
of all kinds can be systematic- 
ally preserved for future refer- 
ence at a low initial cost. 


Shipped Knocked Down 


Received in this manner a sup- 
ply for future requirements 
takes but little room in store- 
room or vault. 


Easiest to Assemble . . 


Simplified construction permits 
instant and easy assembly. 


No Shelving Required 


Steel reinforced construction 
combined with the use of heavy 
solid fireboard throughout 
allows for secure stacking. 
Records are practically as ac- 
cessible as from the regular fil- 
ing cabinets. 


Simplified Stacking .. . 


Stacking clips provided lock 
the cases into a solid battery 
in any arrangement desired. 


$1.45 each list. Full Letter Size 


Consult the price list. 


You will find a size 


for practically every business record used. 


Inude 
Dimension: 


Suggested Uses 
Wh. | Het. 


M5 cards (2 rows) | 1054] 434 


426 cards (2 rows) 4% 


Tebeiter Borde 


Cancelled Checks 
Vouchers 


5!§u854 of 629 forme 
fee 


Invoices 
Gx5 cards (2 rows) 
ee 


Letters 


[oll _elel +] «le! <I F 


Legal Papers 


C. L. BARKLEY & CO 


ESTABLISHED 1921 


aM 


“17 S. JEFFERSON STREET ” 


Send for Sample .. . 


We will gladly submit samples 
and any additional information 
you may require at your request. 
No obligation. 


CHICAGO. ILL 


To answer the above ad use QUICKMAIL COUPON No. 18 


June, 1942 
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DURABILITY Transfer Files 


AUTODEX 


PATENTED U. S. PAT. OFF. & FOREIGN COUNTRIES 
Pat. Nos. D-110-007 and 2,141,761 


WINS 
PATENT SUIT 


We are happy to announce to cur customers and 
friends that on May 15, 1942, the United States 
Circuit Court of Appeals at Philadelphia handed 
down its decision in favor of Zephyr American 
Corporation, in the suit between this company and 
Bates Manufacturing Company, holding that the 
Bates patents did not validly cover Autodex. 


We are grateful to the thousands of wholesalers 
and dealers who have maintained their confidence 
in Autodex and this company. We know that this 
announcement is welcomed by everyone. 


We pledge you our wholehearted and continued 
support, not only in serving you adequately and 
properly, but also in supplying you with new items 
that can be responsible for added and gainful 
volume. 


We value your good-will and the pleasant asso- 
ciation which exists between Zephyr American and 
our customers. 


ZEPHYR AMERICAN CORPORATION 


May 18, 1942 


To answer the above ad use QUICKMAIL COUPON No. 30 
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COOK'S 


590 YEARS OF EXPERIENCE 
IS “IN THE ARMY NOW”! 
* 


since the “emergency.” 6 
mn Rhee cal 
STAINLESS STEEL 


Cook's experience, personnel 
and equipment have been pro- 
ducing war material. The long 
years of serving the country with 
dependable sheet metal products 
are now being turned to good 
advantage in contributing to the FRE SIGRALS 
war effort. | 


Obviously, “business as usual” 
is a thing of the past, for war 
needs must come first. We hope, 
then, that our friends will be 
patient if their orders are not 
always completely filled or 
promptly delivered. The spirit is 
willing, but time is the boss! 


Write for circulars, using 


QUICKMAIL COUPON No. 9 


THE H.C. COOK CO. 
ANSONIA, CONN. 


Also makers of the nationally 
known Gem Fingernail Clippers 


A GOOD MOVE! 


We're all settled now in our larger quarters 
at the conveniently located Chamber of Com- 
merce Building. Our facilities for rendering 
fast service on rush deliveries are better 


than ever. Keep our new address in mind 
when you want speedy action on “Old Dutch 
Line” Inked Ribbons and Carbon papers. 


WATERS & WATERS BRANCH 


@ST.. LAWNS: GU Ueesus:t: Ster-eet 
®SAN FRANCISCO: 779 Mission S?. 


BURLINGTON, NEW JERSEY 


TESTING OFFICE EMPLOYEES 


By E. C. Schroedel* 
International Business Machines Corp., New York 


(Concluding an article begun in Orrice Equipment Dicest for April) 


In considering use of a battery of tests for the selection 
of office employees, we should certainly not do so with 
the expectation that the test scores will in themselves 
automatically designate one individual as satisfactory for 
the job, and another one unsatisfactory. I will say this, 
however, that the use of a properly selected battery of 
tests should almost immediately give sufficient information 
to identify those who are decidedly not qualified to handle 
the job satisfactorily. Even this is a step in the right 
direction. We should rather consider using a battery 
of employment tests with a view to studying the results 
of our selection over a long period of time, refining and 
making changes in the tests, and following through the 
success or failure of those employed, and gradually’ im- 
proving our procedures. 


Now as to the type of tests which might be used for 
employment, there are certain fundamental things which 
should be considered. One of these, certainly, is the 
approximate level of intelligence of the applicant. Natu- 
rally, the degree of intelligence required varies from 
job to job, and the job specifications should indicate, as 
clearly as possible, the approximate minimum of intelli- 
gence which is desirable. On occasion this is not needed. 
For example, the selective process of a sales organization 
in the Elective Accounting Machine Division is based on 
college training. We are justified in believing that men 
who are college graduates have a level of intelligence 
which is satisfactory in sales work. Regardless of the 
nature of the particular job, it is not desirable to employ 
workers who fall below the established minimum, espe 
cially in view of the fact that, in the continuous building 
of an organization, we should be able to promote workers 
within the organization and take advantage of the experi- 
ence they have gained. Therefore, the factor of intelli- 
gence should be considered from the standpoint of future 
as well as present possibilities. 


Mental Alertness 


Intelligence, of course, refers to the basic inborn level 
of mental ability, which is a relatively stable factor. Am 
other quality which it is desirable to measure is mental 
alertness, or the ability to observe and assimilate current 
factors, and to readily distinguish the amount of gem 
eral information an individual has at his command. This 
is a desirable measure, since those who notice what is 
going on and are aware of the world around them will 
be quick to grasp new ideas, to take hold of new work, 
and to be of considerable benefit, in a general way, to the 
organization. While the National Clerical Program i 
cludes such a test, I know of no other which can be 
recommended at this time. 


For many positions it will be desirable to use a test 
which measures aptitude (as contrasted with achieve 
ment or ability) for the type of work to be done, but the 
development of such tests is in a relatively early stage 
and there are only a few fields for which they are avail- 
able. There are available, however, some clerical and 
mechanical aptitude tests which are fairly satisfactory. 
Aptitude tests are designed primarily to indicate the 
ability to acquire a skill, and are of value in predicting 


* From an address before the Niagara Frontier Chapter, National Office 
M r 
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A BIG IMPROVEMENT 


We make the better one! 


Steel Typing Tables 


It's a really good looking Table 
All Quality, and with new features. 
“COUNT THEM" 


with big 
talking points 


Masonite Top, Laminated, Treated and Sealed. 

Noiseless, non-clatter Steel Leaf Supports. 

Complete RIGIDITY and FIRMNESS. 

Silent—whether Leaves are in lowered or upright 

positions. 

Hard rubber, meats easy-rolling Casters. 

Sturdy steel construction with round, snagproof, fin- 
ished edges. 

Equipped with sheet metal binder screws, eliminating 

faulty nuts, bolts, and washers. 

Measurements—14!/," x 18" when Leaves are in 

Lowered Position, and 14!/." x 36" in Raised Position. 

. Easy to assemble. 
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MONARCH NO. 14/18 


OFFICE 
FACTORY 


mon  MASO-STEE STEEL PRODUCTS 


EQUIPMENT 
— 418 S. CLINTON ST., CHICAGO, ILL. 


For further information use QUICKMAIL COUPON No. I! 


No Lost Motion— 
No Lost Minutes 


with BURNS COPYHOLDER 


Today’s business conditions call for speed in the office as 
well as in the factory. Burns Copyholders are valuable 
in this respect because they save hours of stenographic 
and typing time each week. 


Copy is always at the most efficient point of visibility, 
and the guide line adjusts easily with fingertip pressure 
without sidutrbing the typing rhythm. 


With the Burns Copyholders shown you get all seven 
important features and full efficiency for the low price of 
$16.50; other models are priced down to $3.30. 


NOTE: Under the terms of the recent WPB regulations, 
orders for Burns Copyholders and telephone brackets 
must bear priority ratings of A-9 or higher. 


Consult your office supply 
dealer today, or send Quick- 
mail Coupon No. 13 direct 
for complete details. 


BURNS  SEEICe SEECIALTIES 


TELEPHONE BRACKETS @ COPYHOLDERS @ GOOSENECK LAMPS @ CHAIR AND DESK PADS ° 
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DUPLICATING | 


= 


Ti, 


TODAY than ever, 


want QUALITY. 
* TEMPO is“tops.’ 


more 


a customers 


WRITE FOR INFORMATION 


ito HARDING CO 


434 West Pico Blvd., Los Angeles 
614 Commonwealth Annex, Pittsburgh 


Manufacturers of famous TEMPO FILM STENCILS 


To answer the above ad use QUICKMAIL COUPON No. 26 


| DICTATING CYLINDERS 
in this INTERESTING 


i Midi eas cf che of the 2 
laboratories in the midst of a series of ient 
pees that blasted to bits many 


Si nanp 
~- RECORD COMPANY 


104-114 South Fourth Street Brooklyn, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 22 


| application blanks but, 


the success of an individual who is to be put into a posi 
tion requiring acquisition of a skill after employment, 
There are several very good vocational interest tests 
available. These tests indicate the extent to which ay 
individual’s interests agree with those of successful people 
in various fields. A high score on the accountant’s scale, 
for example, would not necessarily mean that an appli- 
eant would be successful in this field. The test indicates 
that his interests, but not necessarily his abilities, lie jp 
this field. On the other hand, a low score would probably 
indicate that the person would not be successful. These 
tests require considerable time to administer, a greater 
length of time to score, and the scores should be inter. 
preted by someone who is familiar with their limitations, 


Many Tests Available 


Many personality tests and temperament scales are 
available. These are primarily self-evaluating media, 
Thus an applicant can malinger. While reliable tests of 
personality would be useful, the value of the tests cur 
rently available for employment purposes is rather ques- 
tionable, and experience and judgment must be applied 
to their interpretation. Although I am probably one of 
a very few who hold this opinion, I have great hopes that 
the personality test, or temperament scale, will be devel- 
oped to the point that it will be an extremely valuable 
instrument for inclusion in a battery of pre-employment 
tests. We all realize that if certain personality types, 
such as those of persons who just can’t get along with 
other people, who are chronic complainers, or whose 
temperament is not adjusted to organization, could be 
identified before employment, much wasted effort could 
be avoided. 

Use of these tests should not result in the discon- 
tinuance of the interview, or the use of references and 
rather, the test scores should 
play a very great role in the conduct of the interview. 


Tests Need Proper Motivation 


So much for a general discussion of pre-employment 
testing. I might say at this point that it was difficult for 
me to decide whether to present first the matter of in- 
service tests or pre-employment tests. In certain respects 
I feel that I have put the cart before the horse, since 
in-service tests are valuable in establishing criteria om 
which to evaluate the results of employment tests. In 
order to make the most of this possibility, it is desirable 
to give to all present employees the battery of tests which 
has been tentatively selected for pre-employment. These 
employees’ test results could be studied in relation t 
service ratings which have been made with the greatest 
care and in consideration of all available data to deter 
mine whether or not the test scores have any relation t 
the ability or efficiency of the people in your organiz® 
tion. There are, of course, certain dangers inherent in 
testing employees, if the program is not properly sold. 
By that I mean that the tests should be properly moth 
vated. It can be emphasized to the employees that the 
results of the tests will not be held against them or used 
subversively, but on the contrary that they may be dis- 
tinctly advantageous. Or it is possible that the program 
can be sold to employees on the very basis for which you 
expect to use it, that is, the employees’ test results 
furnish the criteria for employment of new workers, and 
that, by getting a picture of their general abilities, infor- 
mation, interests, etc., you will be able to bring into 
organization more people of the type that they represent. 

Of course, there is an additional value to the in-service 
testing of employees, in that you may very well eventually 
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Ordinary “‘glue-backed” labels have to be moistened to stick. 
When the moisture dries out the label often falls off. 
re KUM-KLEEN price labels never dry, regardless of weather. 
a. 
if Printed to order in any de- At Stationers: Wide assort- 
sign, any colors, with or ment of sizes and shapes of 
r- without embossing, 48 stock blank labels in Dispenser 
- sizes and shapes, or die-cut Boxes. Also KUM - KLEEN 
d to order. Air-Mail Stickers. 
f Attractive Display-Carton Deal for Stationers. Liberal dis- 
t count and steady repeat sales assured on every package sold. 
u For samples and details, address AVERY ADHESIVES, 453 
| East Third Street, Los Angeles. In Canada: Enterprise Sales 
le & Distributors, 30 Front St. West, Toronto. 
nt 
Need no moistening...Stick 
s, until peeled off... Leave no 
h mark... Try them and you'll 
$e never go back to old-fashion- — — 
ed “glue-backed” labels.  —amipalgagd 
ne “ ; SELF-ADHESIVE 
i PRICE-LABELS 
n- 
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Mr. Purchasing Agent! 


LET THE Codo "CARBON GRIPPER" 
SELL CARBON PAPER FOR YOU 


USE THIS ) 


| 


(To tmenre clear. strong copes 


A FLEXIBLE BACKING SHEET 
LIST PRICE 25c 


Holds assembled Assures perfect 


papers while be- alignment. 
ing inserted. 

Produces many 
Insures clean more legible car-' 
strong copies. bon copies. 
Numbered mar- Saves excess 


wear on both 
typewriter _rib- er om cnet ' 
bon and —— << 


gin shows lines 
remaining on 
sheet being typed. 


Your Customers will ask for Codo carbon papers when 
they learn that a "CARBON GRIPPER" is included 


WRITE FOR DETAILS OF THIS AND OTHER CODO DEALER 
HELPS 


Codo MANUFACTURING CORP. 


509 South Franklin St. 270 Lafayette St. 
Chicago New York 


Factory: Coraopolis, Pa. 


FREE with each box of SUPER-KOTE or KEEN-RITE. 


Every 


PURCHASER OF 
U S. WAR BONDS 
NEEDS & WANTS 


a simple, inexpensive meth- 


od for keeping Bonds to- 
with a 


record of each and all of 


gether complete 


them. 


COMBINATION 
BOND WALLET 
& VISIBLE RECORD 


has been created to meet this demand, effectively, p y 
AVAILABLE DeLuxe—5”x!i". Beautifully embossed imitation 


leather. 
IN 2 MODELS mode! USW—434"xI1". Red Paper Manila, Button 
and String Tie. 
Expansion pockets for the bonds and enough visible records to register and 
record 40 of them. 
Here is a ‘“‘timeliest’’ item—one that will mean new and worthwhile 
customers. 


THE REDI-RECORD COMPANY 


160 Madison Avenue New York, N. Y. 
a 


“ “BUSINESS 
| wh 


OF INTEREST TO WAR FACTORIES! 


Note the following items which have been newly de- 
veloped for war contractors: 
7 BOND DEDUCTION RECORDS 
Used for the Treasury Department’s Payroll Plan for 
purchase of war bongs. 

VISITOR AND TRUCK REGISTERS 
Necessary under government regulations; meets all re- 
quirements. 

STOCK AND INVENTORY CONTROL 
For close control of stock movement and price ceilings. 
Uses invisible books. 

SOCIAL SECURITY PAY-ROLL 
New and simplified time-saving records in many designs. 
SEND FOR LITERATURE 

Sample sheets of the above and other record-keeping 
equipment sent to business houses on request. 
Use your business stationery or Quickmail Coupon No. 16. 


The C.E. SHEPPARD CO., 


44-09 21° Street,- LONG ISLAND CITY, N.Y. 


SSBrrtratetses FF BS FOeersrt*assewrsaessaertas 


OFFICE EQUIPMENT DIGEST 39 
For Purchasing Agents, Controllers, Office Managers 


To answer the above ad use QUICKMAIL COUPON No. 31! 
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GET BEHIND YOUR 
TYPEWRITER WITH 
ERROR-NO! 


Today production is the de- 
mand! To increase your 
transcribing production put 
an ERROR-No_ copyholder 
behind your typewriter. Ask 
your local dealer to show you 


the new ERROR-No! 
THE DAWN MFG. CORP 


e COUPON » 


42 Mt. Hope Ave. Rochester, N. Y. 


and adapted for use with open or closed type 
cylinder duplicators. It is uniform in quality, 
free flowing, quick drying. For use with cellu- 
lose or non-cellulose stencils. 


Available in: 

Yy-lb. round cans with wide mouth opening 
1-b. round cans with wide mouth opening 

Y2-lb. round cans with narrow mouth opening 
1-/b. round cans with narrow mouth opening 

'/-lb. square cans, cone-shape spout opening 
1-Ib. square cans, cone-shape spout opening 


QUICK DRYING 


Phe 


Thrift-Quality 
@ A specially manufactured low-priced 
ink that produces clear and uniform 
copies. Thrift-Quality ink is adapted for use with open 
or closed type cylinder duplicators. May be used on all mf 
makes of duplicators and with any type of stencil. PLICATOR ( ; 


Furnished in 1-Ib. round cans only 
Write for details. 


MADE mu SA 


> i 
— Fonuse win ere” | 


SPEED-O-PRINT CORP. Chicago, Ill. 


OFFICE EQUIPMENT DIGEST 


make this the basis for salvaging some employees who 
are misfits, by transferring them into other jobs for which 
their peculiar abilities are more suited. It may also be 
made the basis for identifying individuals who are qualj. 
fied for additional responsibilities or promotion and, 
later, for training courses. 


Rating Employees 


Related to testing, as has been indicated earlier, are 
service ratings or employee ratings, which are being rather 
widely discussed at the present time. Many different types 
are being used. The most that can be said for the sery. 
ice rating so far is that as an ideal it is good. The actual 
instrument, however, has many weaknesses, most of 
which have been recognized but have not yet been over. 
come. Probably fewer than one-third of all business organ. 
izations are using any formal service rating. As nearly 
as I can discover from a recent study, the ratings which 
are being used consist of from four to 20 items. Such 
items as degree of supervision required, cooperation with 
others, education and training, skill, quality of work pro- 
duced, dependability, industry and effort, adaptability to 
changing conditions, physical condition, and _ general 
potentialities, are some of the factors which are being 
rated. On some of the rating scales each of these items 
is to be marked “Very unsatisfactory,” “Unsatisfactory,” 
“Average,” “Satisfactory,” and “Very Satisfactory,” and 
numerical values are assigned to these categories to obtain 
a composite or total rating. Some ratings require that 
the rater write a description of each item in which case 
someone else (another rater) must make an evaluation 
of the written descriptions. From what I have seen of 
service ratings, it seems to me that a rating scale on which 
many different characteristics are to be marked, even 
though some of them may overlap slightly, tends to make 
the rater consider each characteristic independently of 
other characteristics. By an analysis of a number of 
such ratings, the relative importance of each character- 
istic can be determined and corresponding weights can 
be assigned to each item on the scale. For example, 
“Skill” and “Quality of Work” might have a consider- 
ably greater value in the total score than “Industry” and 
“Effort.” Each of these qualities, however, would be 
rated independently on a scale running from “Wholly 
unsatisfactory” to “Excellent.” In using employee rat 
ings, there is often considerable gnashing of teeth by the 
rater because of the arithmetical calculations required to 
establish the final score. It is my own feeling that all 
such calculations should be made at a central point by 4 
clerk assigned to the task, not by the person doing the 
rating. Furthermore, it is desirable in every case to have 
more than one supervisor rate each employee, in order to 
detect and compensate for any tendency on the part of 
a single rater to rate consistently high or low, or to rate 
certain traits consistently low or high. If they are 
worth doing at all, ratings should be made at least once 
a year, and probably twice a year. 

The same general type of rating procedure is well worth 
considering for pre-employment. You may find that there 
are certain people on your staff who have superior ability 
for interviewing and for rating individuals. They may 
be identified if the ratings are collected and studied after 
the employees have been at work long enough for you 
to determine whether or not they are satisfactory. 

In closing, I should like to say that I feel there is 00 
better time than the present to improve our selection 
procedures. We are taking on a great responsibility each 
time we hire an employee, from the standpoint of expense 
involved in training and in unemployment compensation 
and social security liabilities. In assuming the oblige 
tion we should use great care in making our selections. 
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Say MONGOL 
to your Stationer 


HAVING D 
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Typewriter 
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Y oot Your Number” 


A POINT FOR EVERY 
DESK-WORKER! 


Executives, bookkeepers, stenographers, clerks— 
all need different style pen points. And all can 
have the exact style they need with Esterbrook 
Fountain-Pen Desk Sets! For instead of a limited 
choice of point styles, Esterbrook makes 31 Renew- 
Points. You fit the point to the hand and job, 
rather than force the hand and job to make the 
best of the point! The Desk Set illustrated is only 
$1.75, complete. Extra Renew-Points are 25c, up. 


THE ESTERBROOK PEN COMPANY 
28 Cooper Street, Camden, N. J. 
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The Daydex patented 
Weok -at-a-Glance fea- 


* 


20 2) 22 23 24 25 


ture permits users to _ — amie 
see a week's appoint- ot . | 
ments without turning oh poy 7 aK) 
pages. Medels A, D, S. 7 
Meapasr, mam bay "HS - Te 
fa aft 
Opp Mh Wilt seesee 


The new Daydex line is more than 
just a quality memo-calendar pad 
line. It has INSTANTLY APPEALING 
patented features that speed and 
systematize daily routine. Already 
a proven seller. Nationally adver- 
tised. Attractive Xmas boxes. 


MODEL R-4 DAYDEX—For profes- 
sional use. Brown Leatherette binder 
and 4 tan quarterly books. Week-at-a 
Glance principle. Sheets provide sim- 
plified bookkeeping system, $3.50. 


MODEL E DAYDEX—For home and 
office. One page carries week’s ap- 
pointments. Patented date pointer. 
Brown and bright metal, $1.25. 


th 

. CALL 

: YOUR AMCO DEALER 
= FOR 

no QUALITY CARBON AND RIBBONS 
on or Send QUICKMAIL COUPON No. 10 

ch 

= 1 American Carbon Paper Mfg. Co. 
8 ENNIS Manufacturers TEXAS 
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MODELS A, D, 8 DAYDEX — For 
business and professional use. Week-at- 
a-Glance principle. Model A, black cov- 
er, $1.25. Model D, brown Leatherette 
cover and Model S, hammered silver- 
type cover, each $1.75. 


Place orders for 1943 models NOW, while stocks are 
complete and deliveries can be made immediately. 


Distributors and Stationers—wWrite 
for details and discounts. 


WILSON MEM INDEX CO. 


DEPT. A., 149 CARTER ST., ROCHESTER, N.Y. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controllers, Office Managers 


4 


ie - ee. ie : a a ee a < = — _ 4 us : : m ee 2 
a Aly - ; 
YY ee, 
pEN che@P 3 > ‘@ 
ty cot O cr very mi | YJ’ . | 
Ss } , 
meee Tod®¥.SNGOL PeOeck | We've | 
ite eee Heme TSENG «°° yj 
sve Motions: LONI” and Twi { Se 
interrUP yage °° sharpe™ sod 
jess PICO etweel — mplastic 77 
the wear actinched Comms 2 ° 2 
ings: ON, Monae! ‘a Seem WAU 
\eads re 8 yimes ¥ ure ° .‘ . ae : ; 
strendty writing ae / _— 
— ot 5 degre / = : 
| ¢ = | 
Sal \ . 2 | | 
Op (oy) / ae = a 
F PER Ae e \ = : 
ts es = 
a a — | 
ee 
Ss > hee, ; ol 
- qn - DAY DEX “me CALENDAR | 
. 4 & REMINDER PADS i 
eit 
a «| & 
Model E a 
ZZ ; 
ZS 
‘ a 
a 
= 
a ae . ff __ sl a lO ti‘(‘<‘i‘é‘C“a a Pe 


BUSY 2 sure we're Busy 


We are taxing the capacity of our Ribbon and Carbon 
Machines to the very utmost, pleasing our old cus- 
tomers. 


BUT, we ALWAYS have time to make new friends. 
Let us serve you. 


FRANKLIN RIBBON & CARBON CO. 


161-163 William Street New York, N. Y. 
Manufacturers of Carbon Papers and Inked Ribbons 


(BERNARD) 


TRAGE Mage 


The Bernard Staple Remover is indis- 
pensable to all classes of office work- 
ers where records, reports, corre- 
spondence or mailing pieces are 
bound with Staple Fasteners, 
Changes and corrections are now 
possible. 

Saves time and broken finger nails. 
Ask any modern girl in any modern 
office. 


Use QUICKMAIL COUPON No. 7 
THE WM. SCHOLLHORN CO, 


New Haven Connecticut 


No. 150—5” 


Sth Uhh Sms. 
Material. 


Buy the preferred Daco line. Daco products are made to 
last longer, reducing costs and saving materials. 


Cesineves 


@ Filing Systems @ Filing Folders 
© Printed and Ruled Stock Forms® Guides and Indexes 
® Special and N.C.R. Forms ®@ Bank and Insurance Forms 


Manufacturing Specialists for a 
Quarter of a Century 


“THE DACO CARD « INDEX CO. 


9 FEDERAL COURT BOSTON, MASS 


JUST PRINTED 


NEW, DETAILED SEVEN COLOR 


CLEARTYPE 
WORLD MAPS 


Definitely the most attractive and complete world maps 
anywhere near their size or cost. 
Sizes—11 x 8'1—17 x 11—22 x 17—32 x 22—50 x 38 
Prices and Samples Upon Request 


AMERICAN MAP COMPANY, Inc. 


Map Makers Originators and Sole Mfrs. Publishers 
, CLEARTYPE MAPS 


Trade Mark Registered 
16 E. 42nd Street New York 


The quality line that has 
consumer appeal. 


@ DRAFTING KITS @ DRAFTING TABLES 
@ PROTRACTORS © STRAIGHT EDGES 
@ TRACING PAPERS @ SANDPAPER PENCIL POINTERS 
@ LETTERING GUIDES ® INK-OUT 
@ ERASING SHIELDS ® ADHESIVES 
@ T-SQUARES @ TYPEWRITER CLEANERS 
@ TRIANGLES @ TYPEWRITER OIL 
©@ TYPEWRITER KITS 


Prices and delivery dates on the above items will be 
gladly given upon request. 


CARDINELL CORPORATION 


MONTCLAIR NEW JERSEY, U. S. A. 


KERR 
CHANGEPOINT 


SF 52 Walnut Base Desk 
Set. Other styles of bases 
available in one, two, and 
three pen sets. 


Catalog sheets and prices 
on request. 


MADE IN U.S.A. 


W. K. KERR PEN COMPANY 


TULSA « OKLAHOMA - USA. 


SPELLED W-R-I-T-E! 
PRICED R-I-G-H-T! 


Carbon Papers and Inked 
Ribbons 


For clean, clear impressions— 
long service—economy in use 
—you can't buy better carbon 
papers and inked ribbons! 
Guaranteed consistent quality 
and uniformity. 


Send Today for Free Samples and Attractive Prices. 


Use Quickmail Coupon No. 32 ww R | T S 


INCORPORATED 
420 Lexington Ave., New York, N. Y. @ Factory: Bridgeport, Conn. 


RITE-RITE MFG. CO. * DOWNERS GROVE, ILL. 


SUBSIDIARY OF JOSEPH DIXON CRUCIBLE COMPAN' 
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TRADE MARK REG, U.S. PAT. OFFICE. MOUNTING 
NU, CE CORNERS 
Here's Your Solution . . . ! 


NuAce Mounting Corners are the answer to all mount- 
ing purposes. They are used to mount clippings, draw- 
ings, photographs, maps and over 200 other items. 
NuAce corners are handy, neat and economical. _ Arti- 
cles can be removed or replaced at will without 
damaging. 
Regular, Junior and Senior sizes. In Black, White, Green, Red, Gray 
. Ivory, Gold and Silver. Also in a crystal-clear Transparent style. 


Save Time! Save Money! Consult your dealer or write today for 
mples and prices. 
og 25 Gould St. 


AC E A Fe ‘1 Cc O . Reading, Mass. 


PRESTO 


PERSONAL 


Instantly makes lasting ring binder 
pages of precious papers, photos, etc., 
for daily use or abiding memories. 
Organizes work—saves time. A handy 
helper for secretaries, salesmen, sol- 


PAPER PUNCH 


diers, sailors, 
and _ students. 
Punches %” 
hole. Write for 
liberal dis- 
counts. 

Every Desk Worker Needs 

a PRESTO Personal Paper 10c 

Punch. Use UICKMAIL 

COUPON No. 15. 
Metal Specialties Mfg. Co. 
3206 Carrol Ave., Chicago, Ill. 


The Preferred 


ROLL OF HONOR 


Distinctive design, complete name serv- 
ice and range of sizes have earned 
decided preference for this plaque 
among manufacturers, hospitals, 
churches, etc. Stock sizes from |5 to 
{50 name capacity. A quality product. 
Walnut plaques also. 


Sold thru leading stationers such as 
Horder's in Chicago and Goldsmith 
Bros. in New York. 


Write for illustrated folder 
with price. 


Design A-2. Glass front. 
30 name cap. 19''x27"'. ..$22.25 
GENERAL EXHIBITS & DISPLAYS, INC., 1119 N. Franklin St., Chicago, Ill. 


Use QUICKMAIL 
FOR FAST SERVICE (= Segeinaaeos 


That’s the UNIVERSAL SERVICE from their 
large stock of Visible Record Equipment 
and other business equipment such as 


Calculators, Comptometers, Addressographs, 
Multigraphs, Dictating Machines, Mimeo- 
graphs, and Office Machines. 


UNIVERSAL 
OFFICE EQUIPMENT CO.., INC.< 


561 BROADWAY NEW YORK CITY> 
“The House That Confidence Built’ 
Cable “Uniquip'"—New York 


ACME BULLETIN & DIRECTORY BOARD CORP. 


HONOR YOUR EM- 
PLOYEES IN THE 
ARMED FORCES 


An "ACME" Roll of Honor 
Placque is a fitting tribute to 
them. Names are listed on 
embossed strips or individual 
changeable letters. We manu- 
facture from a 10 name placque 
to 3000 names. Send for illus- 
trated folder giving full details. 


37 East 12th St., New York 


OFFICE MACHINE FACTS 
@ Six Stories Of Office Machines 
@ "One Source Buying” 
@ Low Prices . . . Best Values 
@ All Machines Guaranteed 
Send for GIANT NEW FREE CATALOG 
listing hundreds of office machine buys. 
SAVE ON 

Addressograph Adding Machines 

liott Calculators 

Mimeograph Comptometers 

—e Check Writers 

jachines Dictaphones 
Folding Machines  Bookk ping Machi 
Machines Kardex, etc. 
The Netional Exhibit of Office Machines 
MAILERS SERVICE & EQUIPMENT CO. 
W. |5th St. (Mailers Bldg.), Dept. G7 New York City 
ee Cable: MAILSERV, N. Y. 
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HEYER Quality 


TH 


E HEYER CORPORATION - CHICAGO 


OFFICE EQUIPMENT DIGEST 
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HEKTOGRAPHS 


al "WRITE FOR PRICES 
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Ace Art Co 

Ace Fastener Corp. 7 
Acme Bulletin & Directory Board Corp. = 
Acme Visible Records, Inc............ 
American Carbon Paper Mfg. Co.. 31 
American Automatic Electric Sales Co. 37 
American Map Co., 

Automatic Pencil Sharpener Co 

Avery Adhesives Co 


B 
Barkley & Co., C. L 


Cardinell Corp. 
Codo Mfg. Corp. 39 
— Ribbon & Carbon Mfg. Co., 


Daco Card & Index Co 
er errr 40 
Dennison Mfg. Co 

Dixon Crucible Co., 


Esterbrook Pen Co 


Faber Pencil Co., 
Fair Furniture C 


G 


General Exhibits & Displays Co 
General Fireproofing Co 
General Pencil Co 


Harding Co. Milo 
gg ES eee ere ee 43 
Hotchkiss Sales Co. 


M 
Mailer’s Service & Equipment Co..... 
Maso Steel Products Co 3 


Meier, Joshua 

Melind Co., Inc., Louis 

Metal Specialties Mfg. Co 

Mittag & Volger, Inc.............. 6, 28 


Neva Clog Products, Inc 2nd Cover 


i) 
Old Town Ribbon & Carbon Co., Inc. 27 


Quality Park Envelope Co.......... 26 
Quickmail Reply Coupons 


R 


Redi-Record Co., The 
Rite-Rite Mfg. Co 


Schollhorn Co., Wm 
Sheaffer Pen Co., W. A 
Sheppard Co., C. E 
Speed-O-Print Corp 
Steadtler, Inc., J. S 
Standard Record Co 


T 


Co M4 


U 


Underwood Elliott Fisher Co., 4th Cover 
Universal Office Equipment Co., Inc. 43 


Vv 
Victor Safe & Equipment Co., Inc. 
3rd 


Ww 


CLIPPING ENEMY WINGS 
is one of the most important war 
jobs. 


The Automatic Pencil Sharpener 
Company is producing Ammuni- 
tion in increasing quantities. 


Please “bear with us” if your 
shipments of pencil sharpeners 


contributes to 
the war effort 


are delayed. Uncle Sam’s first 
needs must come first. 

Critical materials such as Nickel 
and Zinc by orders of the War 
Production Board must be elim- 
inated. Your cooperation is re- 
quested in accepting such substi- 
tutes as we are able to secure 
and utilize. 


AUTOMATIC PENCIL SHARPENER CO. 


DIV. OF SPENGLER-LOOMIS MFG. co. 


CHICAGO, ILL. 


To answer the above advertisement use QUICKMAIL COUPON No. 13 
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AS ADVERTISED IN 


TIME 

FORTUNE 

BANKING 

NEWSWEEK 

CREDIT WORLD 

BUSINESS WEEK 

NATIONS BUSINESS 

SCHOOL EXECUTIVE 
AMERICAN BUSINESS 
JOURNAL OF ACCOUNTANCY 


GET TIME SAVING MAK-UR-OWN INDEX TABS FROM YOUR STATIONER - - - 
or mail the coupon for information on MAK-UR-OWN indexing products for every need 
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a How long will the war last? 

ae How long will my office ma- 

RE chines last?... these are the 

; questions many executives are 
asking. 


Here is one thing you can be 
ae sure about. Your office machines 
‘ae will last longer if you take 
advantage of the Underwood 
Maintenance Service Plan! 


How Long 
< will your Office Machines Last? 


how the plan assures peak per- 
formance, economy and longer 
life for your office machines. His 
knowledge, experience and abil- 
ity to do a thorough job will 
help keep your typewriters, add- 
ing machines and accounting 
machines on the job. 

There’s an Underwood Ser- 
vice Representative eager to 
serve you! Call your local 
Underwood Elliott Fisher office. 


Helps Speed the Nation’s Victory! 


Service in 407 Cities in the U. S. A. and 26 Cities in Canada 


Underwood Elliott Fisher Company 
One Park Ave., N.Y. Nationwide Service 


To answer this advertisement use QUICKMAIL COUPON No. | 


- Your Underwood Represen- 
tative will be glad to explain 
oe Underwood Elliott Fisher 
| Invest in America! 
Buy War Savings Bonds and Stamps 
y 
eg 
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